MARCH 1959 3/- 


@ New Trends in Transportation 66 @ Building a Better Executive Team 72 


@ How Holiday Policies Have Changed 80 Clerks and Mechanics Work Together 82 


Phone Services Boost Business 90 @ How to Cut Your Electricity Bill 94 


BUSINESS 


JOURNAL OF MANAGEMENT 











G et fact Here’s the simplest-ever way to analyse 
& records, the quickest-ever way to get 
an answer. The Paramount Punched 


fast 2 fl Card System brings hidden facts to light 


in a flash! You make decisions faster 
because you get the facts faster. Find 


bgt ' t re out now how simple this system 


is... how it will make you money 
while it saves you money, cutting 


PAaRAMOUNF ee 
speeding the taking of important 


business decisions. 








COPE-CHAT 

were the first to 
produce marginally 
punched cards. Ex- 
perienced staff are always 
available for consultation, 

















THE 
COPELAND -CHATTERSON 
co LTD 


London Office and Showrooms: GATEWAY HOUSE, 1 WATLING STREET. E.C.4 
Telephone: CITy 2284 
Registered Office & Works: STROUD, GLOS 
Branches at: Birmingham, Bristol, Cardiff, Glasgow. Leeds. Leicester, Liverpool 
Manchester, Newcastle upon Tyne and Sheffield ; 
Agent in hreland: 8 Crowe Street, Dundalk Agents throughout the World 



























OVER P TURE 


The final stage in the 
production of paper the 
web is ‘ calendered '—or 
ironed smooth—before being 
wound on to giant reels 
Artwork by courtesy of the 
Reed Paper Group. 


Editor 

Peter Spooner 
Assistant Editor 
William Guthrie 
Art Editor 
Douglas Long 


Editoria! Director 
George Copeman, Ph.D 
Advertisement Director 
George Leslie 
Sales Director 


E. D. Byfield 


Change of subscriber's address 
Please notify Publishers six weeks 
before change of address is 

to take effect, giving present 
address in full and new address 
BUSINESS, Vol. 89, No 
Published monthly by Business 
Publications Lid., registered 
office, 180 Fleet Street, London, 
E.C.4 (Waterloo 3388). 45/-a 
year post free U.K. and overseas 
Advertisement, editorial and 
sales offices: Mercury House 
109-119 Waterloo Road, 
London, S.E.1 (Waterloo 3388) 


March, 1959 


BUSINESS 


JOURNAL OF MANAGEMENT 


Economic Prospect 


Containerization— Key to Cheaper Transport 66 


New techniques give faster turn-round by William Guthrie 


Can We Afford This Penalty on Success? 70 


How the university grants means test is unfair to businessmen 


Management Training —a New Approach 72 


Two weeks’ * isolation * starts a firm's unusual development course by Peter Spooner 


Receipts Traced in Less than a Minute 75 


Simple filing system dispenses with ledgers by H. B. Stretton 


Executives Work in Style and Comfort 76 


How firms match good looks with efficiency 


Holiday Policies are Changing 80 


Survey shows that differentials between staff and manual workers are widening 


Clerks and Mechanics Work Together 82. vicrore story 


Originating documents accompany factory jobs—all the time 


Training Courses to Suit All their Employees 86 


Seven-part programme ensures a supply of skilled employees by Terry Coram 


24-hour Secretaries Mean More Business 90 


The phone is your best salesman—keep it working always by John Hughes 
Factory Power Bills Can be Cut 94 
How to stop plant taking more than it needs by David Cole 
This Open Office Keeps the Personal Touch 103 
Efficiency and attractive conditions go together by Charles Manning 


Paperwork Keeps Pace with Orders 106 


Simple idea removes a typing bottleneck by Robert Wendell 


MARCH OF BUSINESS 11 
PEOPLE. PRODUCTS. PLACES 12 
LABOUR NEWS 17 
MANAGEMENT AT WORK 19 
LETTERS 65 

BOOKSHELF 84 

LEGAL Q & A 124 

New Equipment 


OFFICE 111 WORKS 117 CANTEEN 122 


Classified Guide to Equipment 134 Alphabetical List of Advertisers 136 



















Miucu can be done to prevent fires, 
but no matter what precautions are taken fires 


+ 
still break out and cost this country over £25,000,000 


By having Gents’ Fire Detectors installed an alarm is given 











immediately a fire occurs so that it can be contained and prevented 


from becoming a major conflagration. Fire Officers stress that 


0 I they can act efficiently if only a warning is given in time. 
The Gent 1151 Electric Fire Alarm system is so super-sensitive 
| | | 





that an automatic warning is given immediately 















fire breaks out —the fire detectors 
react to any dangerous rise of tempera- 
ture which precedes the outbreak of 

fire—in fact they react more quickly 





than a thermometer. These detectors 
—which have contacts sealed against 
dirt and corrosion—are so designed* 
that a reliable warning is always given 
without false alarms. 


Detectors are situated strategically around the 


building and when one is actuated an alarm is given 


















automatically to the Local Fire Station enabling the 


brigade to proceed at once to the endangered premises 





Being self-indicating it immediately discloses, even when a 
& & y 


fire is not a arent, where a dangerous situation exists 
8 


So reliable and foolproof is the system and so 
complete is the protection given that the system 
has received the approval of the Fire Offices’ 
Committee after passing their very stringent 
tests. This approval is the “hallmark” of 
reliability by which, under certain circum- 
stances, a Company which has this system 
installed may qualify for valuable insurance 
rebates. 










The whole system has been so designed that the 

cost of both the equipment and the installation 

are lower than other comparable systems. 
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Write to us now for details of this very 
efficient and foolproof Fire Alarm System. 


*Designed to British Standards Code of Practice “Electrical Fire Alarms” 
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ECONOMIC PROSPECT 


Survey and Forecast of Business Conditions 





Sluggish 
recovery 


Profit 


margins 
down 
: 
American 
employment 
warning 
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>There is plenty of confirmation that the economy is 
pulling up; very few signs of big or rapid improvements. 
Everything hinges on whether—and how—the Government 
will try to accelerate the natural rate of recovery. 


> Personal spending is up, although the increase is hardly 
greater than one would expect from last year’s relaxation 
on hire purchase. Government investment shows a useful 
rise too. But industrial investment—freed from the dead 
hand of the C.1.C.—is generally expected to remain at the 
1958 level. In fact it may drop slightly, since four out of 
five firms are now working at less than full capacity. 


> The latest F.B.!. survey bears out other indicators. Some 
firms report a little improvement, show a little optimism. 
But for roughly one firm out of two the position is much 
the same as it was at the end of 1958—and is expected to 
stay that way for the next few months. 


> Production is still slightly ahead of sales. Despite wage 
stability, unit production costs have risen, partly because 
of the under-utilization of plant. But very few attempts 
are being made to pass on the increases to the price- 
sensitive consumer, so profit margins are generally lower 
than three months ago. Many firms have actually cut prices. 


> Bright side of the picture is that conditions are favourable 
for the Government to try to speed up the recovery rate. 
The trade gap is not unsatisfactory. Gold and convertible 
currency reserves rose by £15 million to £1,111 million in 
January—the first month of convertibility—despite a £31 
million repayment to E.P.U. 


> The Minister of Labour’s prediction of 2.8 per cent 
unemployment has proved remarkably exact. This should 
be the peak. But will unemployment decrease in pro- 
portion as production increases? American experience 
offers a warning. After nine months of economic 
recovery, their unemployment persists at 6 per cent. 
Although over-all manufacturing output has regained 
four-fifths of the ground lost during the recession, only 
one-quarter of the decline in numbers of workers has been 
recovered. 








CALCULATORS LTD 


proudly present... 


the latest addition to their 
ever expanding range of 
business machines & systems 









THE WORLD’S 
FINEST 
SPIRIT 


For 30 years, ORMIG G.m.b.H. 
(who manufacture ORLID 
systems Machines and Spirit 
Duplicators) have led the world in 
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f cconome Wore 
STATE OF THE NATION 


@ Five key indicators to the state of the Nation, followed by 18 indicators 
to the main economic influences. 


INDUSTRIAL PRODUCTION - ‘SO Five Year Trend 1954 -100 Last Yeor Last Month 


Output has again declined, but is still above the end 120 
of 1957 figure. Last December's index was 105.5 


compared with 113 in November, |10 in October and 107 90 
in September. In December 1957 the figure was 104. 

Last August it was as low as 90. Recovery is now under nad « 
way, but will be slow for some months. 30 |. 














EMPLOYMENT POSITION Pp psofive Year Trend | i | Lest Year | Lost at | 
Unemployment has reached 2.8 per cent, but in the +40 
manufacturing industries position is a little better p 
than last year. Excess number of unemployed over eee 
unfilled vacancies rose to 465,000 in January compared #100 Ba 
with 369,000 in December. In January last year there 100 i — EE 7 
were 175,000 more unemployed than vacancies. But 200 
in key manufacturing industries the seasonal rise in 300 Excess Unemployment 
unemployment is only about half last year’s. 400 : ’ _ ee. Gis 

MONEY FLOW P> aig Year Trend Last Year | Last Month 
/ 

Average daily bank clearings show that business 
money is still circulating at a record rate. January 800}- 
daily average was over £718 million, about 16 per cent 600|. 
more than the December average. The average a year 
earlier was about £620 million. Four years earlier it was 400} 
just under £500 million. "7 








TRADE GAP imn[Five Year Trend a, 
Trade gap in recent months has averaged about 
£10 million more than a year earlier. January excess 
of imports over exports was £49 million, compared with 
£77 million in December. A big drop in imports (£23 


million down) combined with a sustained increase in $ 

exports (£44 million up)—has restored a more normal 

pattern after the exceptional figures of the last two 20 es 
months. 


Lest Yeor Last — 


$8 8 8 














GOLD AND CONVERTIBLE RESERVES ®  tmn (ci. Year Trend ae: (9 ] Lest Meath 
In January—the first month of convertibility—the ‘SO00}- | 
sterling area's reserves rose by £15 million. Reserves 1200 
are now £1,111 million, compared with £1,094 million in a 
December. A year earlier reserves stood at £859 900 
million. With the exception of December, reserves 
have now improved every month since the Bank rate was 600 
raised to 7 per cent in September 1957. They were then 300 


at a 5-year low point of £661 million. 

















@ KEY TO THE CHARTS. Bar charts show the ‘ Five Year Trend,’ taking for each year the average monthly value during the most 
recent three months. Graph lines for * The Last Year compare the most recent month with the same month a year ago. Graph lines 
for ‘Last Month’ compare the most recent month with the previous month 


@ READERS’ ENQUIRIES. Spot enquiries by letter or telephone, involving no research, are answered free. More detailed enquiries will 
be charged for at cost, on the basis of professional staff time absorbed. This applies to both general management and economic enquiries 
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MAIN ECONOMIC INFLUENCES on the STATE OF THE NATION 


1. Trends in CAPITAL SPENDING 


INDUSTRIAL INVESTMENT PLANS > 


Industry’s over-all investment for 1959 is expected 
to be about the same as in 1958. Third quarter spend- 
ing last year was £368 million—£5 million more than a 
earlier, but a little less than in the second quarter. 
chart shows the trend for both manufacturing and 
other industries. 


FACTORY BUILDING APPROVALS p> 


Factory building approvals have continued to 
decline, and portend a slow revival of industrial 
investment. Total area approved in the last quarter of 
1958 was 11.2 million sq.ft.—2.5 million less than a year 
earlier. Total for the year was 46 million sq.ft.—about 
28 al cent less than the 1957 total. But the rate of 
decline seems to be flattening out. This may be followed 
by a rise later this year as production picks up. 


MACHINE TOOL ORDERS 


The recent fall in machine tool orders seems to have 
eased. Latest available figures, for November, show 
£57.9 million orders outstanding—only £0.! million less 
than October, but £22 million less than a year earlier. 
The improvement is largely due to a 25 per cent increase 
in orders which took place last October. 


INDUSTRIAL HIRE PURCHASE 


Industrial H.P. remains seasonally high, stimulated 
by the freeing of controls, in spite of the slackened 
investment rate. Board of Trade index for industrial 
plant and equipment in December was 125, against 
November's figure of 127. January H.P. sales of new 
cars and new and used commercial vehicles totalled 
28,819 against 23,820 in December and 28,476 in 
November. 


MATERIAL STOCKS 


Manufacturers’ stocks of raw materials have con- 
tinued to fall—though there has been some rise in work 
in oo. according to the F.B.!. survey. The Board 
of e index for the third quarter of last year shows a 
drop of | per cent, compared with a 2.1 per cent rise in 
the same quarter a year earlier. 


HOME BUILDING STARTS > 


Home building starts are levelling off but are at 
higher level than a year ago. The number of houses 
started in the fourth quarter last year—65,805—was 
slightly down on the preceding quarter (66,490) but 
su ages | up on the corresponding quarter in 1957. 
At the end of 1958 nearly 226,000 houses were under 
construction. 
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2. Trends in CONSUMER SPENDING 


RETAIL SALES > ae + wmmnwme | teve Voor | tee tenet | 
Retaii sales show a sharp seasonal fall, but are up 200 
on last year. The January index for all kinds of business 


a 

was 152, against 206 in December, 146 a year earlier, and = 

128 four years earlier. The increased activity at the end 100}. 

of 1958 has been maintained despite seasonal drop. Higher 

prices probably account for one-third of the increase sa 

over last year at this time. a ! 


Thou 


DOMESTIC HIRE PURCHASE > pane oo Year Trend ] Last Yeor Last Month 


H.P. debt rose 6-7 per cent in December, two- 80 
thirds of the increase being on household goods. r 
Board of Trade index for December was 205, 17 points oo} 
below November's record level, but 46 points above 
October. Used cars sold on H.P. contract in January ait 


} 
totalled 53,635 against 54,413 in December, 71,718 in 20 
November, 53,500 in October. f : | a | | 























WAGE RATES > ine | Five Year Trend Jan. 1956 = 100 Lest Yeor | Lost Month | 
Wage rates have kept constant recently though 100 } 
whole 1958 increase was about 4 per cent. Index for 80 
December was 116, compared with 115.8 in November é0 
and 115.6 in October. A year earlier the index was | 12, r 
and four years earlier 92. A period of stability seems 40} 
likely. 20 
SEaaaigsl | | 
Thou agen - = . - — —s —= 
PERSONAL EXPENDITURE > - | Five Year Trend Last Quarter 


Personal expenditure looks like reaching record 
levels this year in spite of the recent recession. 
The latest available figure—for the third quarter last 
year—shows that spending then totalled £3,745 million 
compared with £3,689 million in the second quarter. 
Abolition of H.P. restrictions has greatly boosted spend- 
ings on consumer durables, and this trend should 
continue. 5 
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3. Trends in PUBLIC SPENDING 




















tm [Five Year Trend | deat Year © 
PAYMENTS FROM EXCHEQUER P 6000" “°*" ""*"* parirtie to Dew | 
- 

Expenditure to date this financial year is about 4800 | ¥ 
£151 million more than a year ago, at £4,084 million. 40001 
Budget expenditure for the year 1959-60 is estimated at 3600) 
£5,306 million, an increase of £88 million over the revised ‘ 00k 
estimate for 1958-9. seen | 

'200 3800 }- 

EXCHEQUER DEFICIT > 10g Five Year Trend Lost Yeor to Date 

Exchequer deficit so far this financial year is about ~430F 
£40 million more than a year ago. The increased 800 | ; 
deficit is due to more public spending by the Government. 600 |. “450 
If the Budget is to contain tax cuts it is unlikely that <a 
deficit financing can be avoided unless the nationalised 400 oer 
industries resume responsibility for their own capital beak | ~eto 
market operations. r 
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4. Trends in CREDIT POLICY 


BANK DEPOSITS AND ADVANCES > 


Advances have risen slightly, but deposits have 
fallen. Total deposits at the end of January were 
£6,935 million, compared with £7,198 million in 
December. Advances in January totalled £2,276 million, 
against £2,269 million in December and £2,146 million 
in November. 


BANK RATE 


A further cut in Bank Rate is possible in the near 
future. But the Government is likely to depend more on 
fiscal measures to stimulate the economy during the 
coming months. The most recent cut—from 4} to 4 per 
cent, was made on November 20. The chart depicts 
changes over the last five years. 


5. Trends in MARKET PRICES 


RETAIL PRICES 


Retail prices continue to rise slightly. January 
index was 110.4 or 0.2 above December, 2.3 above a year 
earlier, and 14.4 points above four years earlier. The 
slight rise in the index was due mainly to increases in the 
prices of meat, fish, potatoes and other vegetables. 


RAW MATERIAL PRICES 


The fall in raw material prices seems to have levelled 
out. January provisional index was 93, compared with 
92.6 in December, 94 in November, and 149.1 four years 
earlier. The new Board of Trade index suggests that 
raw material prices are more buoyant than the old index 
shows. For purposes of comparison the old index is 
quoted here. . 


TERMS OF TRADE 


Terms of trade have been more favourable recently, 
but this trend may be temporary. The latest import 
price index—for December—was 99, the same as 
November, but | point lower than a year earlier and 4 
points lower than four years earlier. Export price index 
was 110—I point higher than November, | point lower 
than a year earlier, and 10 points higher than four years 
earlier. 


SHARE PRICES 


Share prices are expected to remain buoyant due to 
moderate business optimism and favourable Bud 
prospects. At the time of going to press, the “ Financial 
Times "’ index of industrial ordinary shares was around 
218, or | point below the January average, 54 points 
above a year earlier, and 27 points above four years 
earlier. 
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Post to: COPYING PRODUCTS GROUP, MINNESOTA MINING & MANUFACTURING CO, LTD., 


3M HOUSE, WIGMORE STREET, LONDON W1 (HUNTER 5522). 


Please send us further information about the THERMO-FAX “Secretary” Instant Dry-copier. 


Anyone would think 


I was just a machine! 


If yours is anything like a typical business, 
you are likely to find at least one young 
lady in the office who's rapidly losing her 
shorthand because of all the copy-typing 
she has to do. She says she might just as 
well be a machine -but she’s wrong! 
When it comes to copying, the “‘Thermo- 
Fax” Instant Dry-copier costs far, far less 
than a typist and produces a copy in much 
shorter time than it takes to put paper in 
her typewriter. The ‘““Thermo-Fax” Instant 
Dry-copier is all-electric and all dry. There 
is no messy chemical processing, no fuss, 
no bother, no time wastefully used and a 
great deal of money saved. May we 
demonstrate? 


Thermo-f 


REGO TRADE MARK 
_ aa : 


the instant dry-copier 


NAME OF FIRM (ATTENTION OF) 


ADDRESS 
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ACCOUNTING UNLIMITED Complete management accounting. Sensimatic 
flexibility. Full typewriter description. 

Burroughs Typing Sensimatic combines the famous flexibility of the 
Sensimatic range with an electric typewriter for full description. That is 
why this one machine can step up the productivity of an accounts department 
in next to no time. It will also provide invaluable management reports, as a 
by-product of routine accounting applications—reports which would otherwise 
be impossible to obtain. Sensimatic flexibility! Interchangeable control 
unit permits each job to be individually programmed; four or more programmes 
may be incorporated in one unit. Typewriter description! The keyboard 
follows the standard alpha arrangement; it has a natural slope with 42 keys 
scientifically placed for speed and ease of operation. The actual writing 
unit is a removable box printer two inches wide by one inch high containing 
84 characters. Automatic features simplify the operation of the machine and 
speed up operator-training. Contact your local Burroughs office, or write 
direct to Burroughs Adding Machine 


Ltd., 356-366 Oxford Street, London, : a 
W.1. Telephone: Hyde Park 7061 BURROUGHS Typing Sensimatic 
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What you are 
telling us 


In last month’s issue we invited 
readers to tell us what they thought 
of BUSINESS. 

The response has been excellent. 
Filled-in copies of the questionnaire 
are still arriving in their scores. 

The task of analyzing them has 
already begun. We are happy to 
find that in most cases our editorial 
policy meets with full approval. 

However, we do not propose to 
ignore the suggestions and criticisms 
of the minority. Wherever possible, 
these will be acted on. 

Later, we hope to publish the 
main results of the survey. In the 
meantime, we thank readers who 
have shown their appreciation of 
BusINEss by co-operating in this way. 


No bite in 
NJAC report 

The only striking thing about the 
National Joint Advisory Council's 
report* on ‘restrictive labour 
practices * is that its 42 members 
representing the B.E.C., the T.U.C. 
and the nationalized industries— 
reached agreement on such a tricky 
subject. 

Unfortunately, they seem to have 
done so at the expense of eliminat- 
ing all ‘ bite’ from the report. 

The N.J.A.C. inquiry covered 112 
industries. More than half of them 
are said to have reported that they 
have no problems (sic) in regard to 
the efficient use of manpower. The 
rest (apart from six which 
‘needed more time’) had either 
set up machinery to deal with any 


* Practices Impeding the Full and Efficient 
Use of Manpower. H.M.S.O. Is. net 
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problems or ‘ appeared to be in the 
process of doing so.’ 

Despite assurances to the con- 
trary, this smacks of complacency. 
Typical of the ‘ waffly” approach 
is this extract from an appendix 
setting out the ‘agreed views’ of 
the engineering industry: “ Our 
confidence to meet the challenge of 
the future lies in the knowledge of 
what has already been achieved 
and also in the fact that, as an 
industry, we recognize the difficul- 
ties existing, face them squarely 
and are not prepared to present to 
ourselves and to the world at large 
a facade of near-perfection which 
could not possibly exist .. .” 


Office equipment: 
new export record 


For the thirteenth year in succes- 
sion the British office equipment 
industry has set up an export record. 

Figures issued by the Office 
Appliance and Business Equipment 
Trades Association show that 1958 
shipments totalled £27,538,705 
£177,578 more than in 1957. 


Machinery accounted for more 
than two-thirds of the total. There 
was a notable increase in exports to 


Australia, and for the first time 
exports to Germany topped fl 
million. 

‘Combined op’ 


in ADP field 


The shareholders and loan stock- 
holders have now formally blessed 
the marriage between the British 
Tabulating Machine Co. and Powers- 
Samas Accounting Machines. The 
new company—lInternational Com- 
puters and Tabulators—is said to be 
the second largest punched card and 
electronic computer undertaking in 
the world. 

Its title is significant. Clearly the 
two companies will benefit greatly 
from the pooling of research and 
development effort in the highly 
competitive field of automatic data 
processing. In addition, I.C.T. will 
continue the individual associations 
with G.E.C. and Ferranti. 

The merger has an eye on the 





Next Month 


Commercial Apprentices 
Case-histories show how firms are grooming the 
next generation of office workers 


The Noise Problem 


Noise affects health, reduces working efficiency. 
What can be done about it? 








Common Market and proposed Free 
Trade Area. But it will also enable 
the two manufacturers to offer 
British users a more varied range of 
equipment than either of them 
could have done on its own. 

The chairman of the new com- 
pany is B.T.M’s Sir Cecil Weir. He 
admits that integration will have to 
take place stage by stage. For some 
time, production and promotion of 
the two families of equipment 
will continue. 

Still to be solved is the problem 
of the holes. Powers’ are round; 
B.T.M’s are rectangular. It is not 
yet clear whether I.C.T. cards will 
favour one of these—or get one of 
their own. 


Other people's 
problems... . 


Every firm or industry which 
trembles on the brink of automatic 
data processing makes a point of 
declaring that there is no danger of a 
widespread redundancy problem. 
J. D. Cowen, general manager of 
Barclays Bank, followed this line 
when he talked about electronics at a 
recent meeting of the Institute of 
Bankers. 

The widespread employment of 
girls had led to a very high rate of 
wastage. Even if machines took 
over a_ considerable number of 
routine jobs, the banks could “ res- 
tore the balance overnight’ simply 
by cutting their recruiting. 

But what happens to the staff who 
are not recruited? Do they abandon 
all hope of a commercial career? 
Or do they flood the labour market, 
make job-changes more difficult, 
and thus eliminate some of the 
present wastage ? 

Redundancy still exists even if you 
sweep it under somebody else’s 
carpet. 


Irish firms seek 
better methods 


Many Irish industrial firms and 
groups have already taken advantage 
of technical-assistance grants towards 
the cost of employing management 
consultants. 

Since the scheme was announced 


12 








PROPLE 
PRODUSTS 
PLACES 0 





>HAIRMAN in the news is Henry George Nelson, 
of English Electric—a company which has also 
been in the news recently. Royal Society of Arts 
awarded him the Benjamin Franklin Medal for 1959 
for his work in scientific industrial development. 





ABSENT subscribers have no worries about missed calls 
with the Ansafone. It answers the phone, and identifies 
itself. Then it records any message for the subscriber 
to play back later. Rent can be as low as 22s. 6d. 
per week. 





SINNINGS of the Stock Exchange were in a coffee house. 
This shot is from the film "My Word Is My Bond,’ the 
Stock Exchange's latest way of presenting itself to the lay- 
man, Its success is making other City institutions think of 
doing the same. (See page 15, col. |.) 
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in ‘‘The Small World” 


For keeping a first-hand log of events and recording important 
new facts about air and weather conditions on their amazing 
Atlantic balloon expedition, the crew of ‘“‘The Small World” 
used a Minifon pocket recorder. The Minifon was 
not affected by the rigours of its 3,000 miles air and 
sea journey. This is yet further evidence of the 
robustness and reliability of this remarkable 
recorder — under the most exacting conditions. 


But there’s no need to cross the Atlantic to 
prove the value of the Minifon. Use it anywhere 
— any time — in the office — outdoors — while 
travelling ... It’s always ready to record facts, 
figures, conversations, minutes, reports 

— for transcription when convenient. 


—— Small, light, battery-operated, it can be 
easily carried in the pocket or briefcase. 


annarnceye 


sk Self-contained 
*k Records for hours 
+ Weighs only 2 lbs. 








Write or phone for details from 


E.M.!. SALES & SERVICE LTD 
HAVES * MIDDLESEX: Tel: SOUthali 2468 


LONDON : 363 Oxford Street, W.1. (GROsvenor 7127). MANCHESTER: Regent House, Cannon Street (Deansgate 6043). 
BIRMINGHAM: 111 John Bright Street (Midland 5821 ) GLASGOW : 135 Renfield Street, C.2. (Douglas 6061 





MINIFON SERVICE IN Eu ROPE 


FRANCE 
Paris Bureaud'Etude des Marchés Extérieurs 
123, Champs-Elysées, Vill « 
Tel. Balzac 61-10 


AUSTRIA 
Innsbruck Serona, Dr. Ronald Seka, 
Herzog-Friedrich-Ster. 36. Tel. 3183 


PORTUGAL 
Lisbon Regisconta Ltda. 15-A, Rua Serpa 
Pinto, 15-B. Tel. 36625! 
Porto ditto, 303, Praca do Municipio, 307 
654) 


Vienna Serona Vertriebsbiro, Vienna |, 
Tel. 265 


Tuchlauben 2! |. Tel. 630278. ITALY 
Milan minifon Organizzazione, Miedico 
Alfredo, Via Panfilo Castaldi 8. 
Tel. 637197 SWEDEN 


| | 

| ' 

| | 

| | 

| | Coimbra ditto, Av. Fernao de Magiihies, | 36-! 

t | 
BELGIUM ; NETHERLANDS Stockholm Ab Bolinder's, Speciaimaskiner, 

| \ 

| | 

| | 

| | 


Salzburg Franz Hackenbuchner, 
Getriedegasse |2 


Brussels minifon Belgique, 330, rue Royale. Rotterdam Veenman's K.|.B. Industriegebouw, Frihamnsvagen. Tel. 630430 
Tel. 170246 Goudsesinge!, |06-1 12-128. Tel. 120196 Goteborg ditto, Kar! Gustafsgatan 18 
Amsterdam ditto, Keizersgracht 480. Maimé ditto, Rundelsgatan 2! 


DENMARK Hengelo ditto, Bornsestraat 6. 


Copenhagen Christian Bruhn, Ankerborg, NORWAY SWITZERLAND 
Vester Voldgade 83 Oslo Gustav A. Ring, Akersgata 8. Basie Tangent A.G., Steinenvorstadt 33 
Tel. Minerva 5010 | Tel. 427050 ; Tei. 061 235656 
Manufacturers: Protona GmbH - Hamburg - W. Germany mii 
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SERVICES p rov i d e 


more than 


OTA 
LOCATION 


Although TR Services provide the most 
comprehensive and reliable Staff Location 
facilities—by internal broadcast from a central 
microphone or direct through the internal 
telephone system, or by light signals—this is 
only one of the Services. It is also only a part 
of the overall story of how TR Services 
benefit a business. 

Because they enable information to be 
obtained more quickly and instructions to be 
passed more promptly; because they reveal 
and diagnose inefficient machine production, 
encourage a better sense of time and its value. 
help to achieve more accurate costings and, 
in many other ways, help to promote a better 
business climate, TR Services improve the 
whole economy of a Company. 

They cut down waste—of time, effort and 
money—and that is their fullest justification. 
Send for details of TR Staff Location—and 
any or all of the TR Services. Do it today. 


TR Services include: Internal Telephones, Internal [elephone Rentals 
Broadcasting, Staff Location, Time Control, 


LIMITED 
Centralograph Production Control, Watchman 


Protection, Fire Alarms. OPERATING TR SERVICES 











(Dept. 22) 197 KNIGHTSBRIDGE, LONDON, S.W.7 Telephone: KENsington 1471 





X 


f 


SERVICES INTERNAL : 


provide 
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TELEPHONES 
Simple Intercom to 
Private Automatic 

Exchange. 





NTERNAL 
BROADCASTING 
and STAFF 
LOCATION 
Automatic Time 
Signals 





CENTRALOGRAPH 
INTEGRATOR 





ATTENDANCE and 
COST RECORDERS 





SYNCHRONISED 
CLOCKS 
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by the Department of Industry and 
Commerce last May, more than 60 
proposals from individual firms have 
been approved. The grants paid 
total more than £100,000. 

Where approval is given, the 
Government pays one-third of the 
cost of employing consultants to 
advise on such matters as work study 
and market research. It particularly 
favours projects designed to pro- 
mote export and fuel efficiency. 

Applicants for grants have to 
submit a preliminary survey report 
by the consultants whom they pro- 
pose to engage, indicating the scope 
of the scheme and the benefits 
expected to accrue from it. If the 
scheme is approved, the grant is 
paid when the consultants’ work has 
been completed and a copy of their 
report has been sent to the Depart- 
ment of Industry and Commerce. 


Aids to training 
supervisors 


No fewer than 66 films for use in 
supervisory training are listed in the 
latest issue of Scientific Film Review. 

All of them, moreover, are 
appraised realistically; some, in fact, 
get what amounts to a_ thumbs- 
down verdict. The appraisals were 
made by a panel of training officers 
and others (including the Editor of 
Business) who took part in a three- 
day conference on the subject last 
year. 


Stock Exchange 
stars in new film 


The opening of the Visitors’ 
Gallery at the Stock Exchange was 
one of Sir John  Braithwaite’s 
shrewdest acts. Today it is still 
attracting large numbers of the 
general public. 

But even the competent *‘ waiter- 
ettes’ have difficulty in explaining 
everything that goes on in the House. 
To fill the gaps, the Exchange has 
now sponsored a 25-minute colour 
film called “My Word Is My 
Bond.” 

This will be shown several times 
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RIZE-WINNING suggestion in the Acre Mill of 

ape Asbestos was the pallet safety device of 
N. Dawson. It won him five guineas. Suggestions 
are admitted initially to a committee under a 
code number. There is no limit to the amount 
that can be paid. 





)MPUTER services are used 
by many small and large firms. 
Demand for ‘time’ on 
National Cash Register's 
National-Elliott 405 model has 
been so heavy that a second, 
bigger one is being installed. 
it is scheduled to start work 
in a few months’ time. 








HOTEL conditions in Hoover's works clubroom and rest 
room at Perivale, Middlesex. That is the result of 
redesigning an unprepossessing structure which was 
marred by heavy concrete roof beams. Architects hid 
them with a suspended plaster ceiling. TV is built in. 
Employees bring their wives along whenever they like. 
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There isa 
model to 
suit your 

special needs 


SV.SEPING THE COUNTRY 
Wi fH THE MOST 
FANTASTIC SALES 
SUCCESS THE 
WOKLD HAS 

KNOWN. 








ow opportunity lo save £100. 


Tor the one man business or office routine, the amazing 
Adwel will cut figuring time to a fraction. Save yourself— 


SPECIAL Save £100 or more — Buy Adwel. 

ADWEL . 

mur. TERMS £100 in your pocket 
AVAILABLE! 





The lowest priced adding machine in the world—less than 
half the price of other adding machines, yet the Adwel 
reputation is for quality, speed and efficiency—and is 
yours from only £31. 10 . Od. 





PRICES FROM ONLY 





Available at 
—* SEND THIS COUPON, NOW! 


ADWEL ADDING MACHINES LTD. 
Dept. B, 20 Pall Mall, London, S.W.! 
Tel.: TRA 2203/4 


| 

| 

| 

| City Showrooms : 41 Furnival Street, W.C.1 Tel: CHA 2264 

| Please send immediately full details of all Adwel Adding/Listing Machines 
| 

| 

| 


Name 





Address . 





ADDING LISTING MACHINE 


ADWEL ADDING MACHINES LTD., 20 PALL MALL, LONDON, S.W.1 
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daily in a 40-seat cinema adjoining 
the Visitors’ Gallery. Copies will 
also be distributed on free loan to 
technical colleges and _ industrial 
training centres. 

Most of the film deals with the 
way in which a stockbroker helps a 
young married couple to invest £300. 

It is well done. The only faults 
are a tendency to stray from the 
main * story line’; and the fact that 
lighting difficulties have made the 
floor of the House look uncomfort- 
ably gloomy. 


Two new journals 
for businessmen 

News of the Government's plans 
to use electronic computers will be 
given this month by F. J. Eroll, 
Economic Secretary to the Treasury, 
at a reception held to mark the 
monthly publication of Automatic 
Data Processing. John Diebold, the 
American expert who heads the new 
magazine's panel of advisory editors, 
also expects to be there. 

The first issue of Automatic Data 
Processing was published as a sup- 
plement to the November, 1958, issue 
of Business. Now it is available 
on a separate subscription at 45s. 
per year, post paid. 

In April the Business family of 
publications is being increased still 
further by the launching of a new 
magazine called Electronic Equip- 
ment News. 

This will provide monthly reports 
on the products of the young, lively 
industry which is having more and 
more influence on the production 
and administrative methods of other 
industries. 

Its descriptions of new items of 
electronic and electrical equipment 
will be factual and simply written. 
Throughout, the accent will be on 
potential applications. 

More than 12,000 copies of 
Electronic Equipment News will be 
distributed each month free of 
charge. They will go to industrial 
firms which are most likely to 
benefit from this information, never 
before provided by one magazine. 
Additional copies can be obtained 
for an annual subscription of 20s., 
post paid. 
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More Realistic Outlook 


ARE trade union leaders becom- 

ing more receptive to the idea 
that maintaining the prosperity of 
their industry may involve short- 
term hardship or sacrifice? Some 
recent signs: 

1—Discussions between the 
National Federation of Hosiery 
Manufacturers and the National 
Union of Hosiery Workers ended 
with agreement on the need to cut 
piecework rates in the * fully- 
fashioned’ section of the industry 

now facing intense competition 
from Continental firms. 

The cuts will reduce wages by 
amounts varying from 10s. to £4 
per week. When agreement was 
reached, union representatives went 
round the industry telling the 
workers, in effect, that the only 
alternative was more unemploy- 
ment and under-employment. 

2——The National Union of Mine- 
workers have accepted the fact that 
the industry’s labour force must 
contract as more and more pits are 
closed. 

Realistically it has turned its 
attention to the possibility of get- 
ting better compensation in cases of 
redundancy. The miners already 
have one of the best redundancy 
schemes in Britain—one-third of 
the basic minimum pay, less unem- 
ployment benefit, for up to six 
months if a new job is not found. 


Higher productivity 

Another sign of the times is the 
number of trade union leaders who 
are prepared to climb on to a plat- 
form and say that higher produc- 
tivity is not a threat to full employ- 
nent but the only means of con- 
serving it. 

One of the latest to do this is 
Mr. L. Wright, leader of the textile 
workers. At a recent conference 


he warned representatives of nearly 
40 unions that Britain and its 
workers would be in “a bit of a 
hole” if productivity stayed at the 
present level while Continental firms 
continued to increase theirs. 

In the subsequent debate some 
delegates stressed that, even with 
redundancy, it was necessary to 
keep productivity at a high level 
the * techniques * must not be lost. 

This is sound thinking. Many 
efforts are made to ‘hide’ local 
redundancy behind such screens as 
the four-day week. These are 
inspired by understandable motives; 
but in the long run they are liable 
to have a bad effect on everyone. 

No factory can expect to main- 
tain high productivity under abnor- 
mal working conditions which 
increase percentage overheads and 
discourage normal effort. 


Investment in skill 


The Carr Committee took the line 
that the big problem of the * bulge’ 
is how to provide adequate training 
facilities for the extra school-leavers 
who will knock on industry’s door 
between 1961 and 1965. This is 
now officially endorsed by the 
British Employers’ Confederation. 

Following an investigation by its 
industrial education and training 
committee, the B.E.C. is urging 
employers to prepare to train more 
youngsters than are wanted to meet 
“immediately foreseeable require- 
ments.” 

At present apprentices are being 
recruited at the rate of nearly 
100,000 per year. The B.E.C. 
suggests that in each of the five 
* bulge” years the total should be 
increased by 35,000. This would 
represent a sizeable addition to the 
existing skilled labour force—about 
six per cent if no allowance is made 
for wastage. END 
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Choose from the Blick Range of 
TIME OF ALL TYPES 





‘STAFSINE’ 
Signature Recorder. Cannot 
be beaten by late arrivers or 
early leavers. Staff sign on and 





BLICK TIME STAMP 


For time and date stamping BLICK JOB-TIMER 
" off. Portable. 
} gaa ceca = Reveals the truth, the whole 
‘ truth and nothing but the 


truth. Legible, Tamper-proof. 
Essential for accurate and un- 


4 . i: ™ disputable job costing. 


BLICK MASTER CLOCK 
SYSTEM 

Gives unified and accurate con- 
trol over all visual, audible and 
recorded time whether mains 
are on or not. Has unlimited 
‘slave’ clocks; rings bells, 
hooters etc.; controls records 
by the thousand. 





FACTORY 
ATTENDANCE 
RECORDERS 


Master Clock 


The most versatile range of 
card recorders for clocking in 
and out hourly paid workers. 
Many types. Can incorporate 
automatic sound signals. 


ACCURATE . RELIABLE . VERSATILE 
In daily use by leading British organisations 
including Rolls-Royce, |.C.1., British Petroleum, 
B.T.H. and Rowntrees. 


Free, illustrated literature gladly sent on request. 
Please state which types particularly interest you. 


BLICK TIME RECORDERS LTD., 96/100 ALDERSGATE STREET, 
RECORDERS LONDON, E.C.I. Phone: MONarch 6256 
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IDEAS AND ACTIONS OF PROGRESSIVE FIRMS 


Shares for staff— 

an original plan 

MANY EMPLOYEE SHAREHOLDING schemes, like 1.C.1.’s, 
are just another form of bonus. Others, like the Aims 
of Industry scheme adopted by Tate and Lyle and 
Associated Portland Cement, are designed simply to 
make it easy for wage-earners to buy shares. But the 
new Richard Costain scheme is different. 

It is designed solely to retain the highly qualified and 
experienced members of middle management—those 
earning £1,350 and more, ‘the main ingredient’ of 
Costain’s prosperity. It is far more realistic than those 
schemes which encourage wage-earners to buy their 
company’s shares. Few wage-earners can afford such 
a long-term investment, however desirable it may be. 

That is where the Costain scheme differs from those 
of Tate and Lyle and Associated Portland Cement. 
And it differs from the I.C.I. scheme in that the shares 
are not issued as a bonus—they have to be bought. 
The scheme takes the place of any bonus or cash 
incentive. About 250 eligible staff have to choose 
between the scheme and a cash bonus. 

Staff borrow money at 5 per cent (sometimes more) 
to buy Costain shares at anything between 90 and 100 
per cent of their quoted value. A gross yield of 6 per 
cent is assured. If the company prospers and the 
shares rise, staff therefore get a tax-free capital gain. 
Staff take little risk in hitching their wagon to the 
Costain star. This is at present burning fairly 
brightly—this year’s dividend distribution looks like 
being double that of two years ago. 


Sales trick has 
all the answers 


DIRECT MAIL MEN are fond of laying down the law 
about the things the ideal shot should have. An 
idea used by the Building Boards Division of 
Bowaters has practically all of them. 

Bowaters wanted to demonstrate the sound 
absorbing properties of a ceiling composed of their 
thermal acoustic panels. They did this by means 
of a tape recording which was transferred to a 
‘sound card,’ playing for five minutes at 334 r.p.m. 
This was then mailed to 5,000 architects, builders, and 
specifying authorities. 

The recording was made by a man walking from a 
room with an acoustic panelled ceiling into another 
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Direct mail shot with curiosity value, personal touch, 
and the appeal of the spoken word. 


with an ordinary ceiling, speaking all the time into 
a microphone held at arm’s length 

The idea is convincing because of the impact of 
the demonstration. It has the strong curiosity value 
of the gramophone record—anyone with a player is 
bound to yield to the temptation sooner or later. It 
has visual appeal—the card is a large photograph 
showing the experiment in progress. 

Right at the end comes the personal touch—-when 
sales director Frank Morley invites listeners to come 
and hear the difference for themselves. 


The Press—your 
friend or foe? 


MANY INDUSTRIES and firms could take a leaf out of a 
booklet published by the British Federation of Master 
Printers, ‘ Your Story—Telling it to the Press.” 

Most firms are more ‘ newsworthy’ than they may 
think—as suppliers of goods and services, as users, 
and as local employers. People in the area—and 
in some cases, the nation—are therefore interested 
in what companies say and do, and what happens to 
them and to their employees. And by far the best way 
of telling these people is to tell the Press. 

Generally this means the local paper. Many firms 
regard the paper's reporter as an enemy trying to 
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TYPISTS ARE WELDERS. Staff wanted to 

know more about the background of their work 

so their social club ran courses under one of the 

firm's instructors. Result—six are now pro- 
ficient (see story below). 








discover something sensational. The booklet quotes 
examples of good and bad Press relations. A works is 
damaged by fire. The manager shoos reporters away. 
They get what they can and guess the rest. The result 
is a heading like * Big fire damage at Jones’ works— 
Long shut-down feared.’ 

But if the manager takes the reporters into his con- 
fidence, and looks for something positive to say, even 
about a disaster, the paper prints: * Foreman leads 
salvage team after fire—Back to normal soon, says 
manager.” 


How the other 
half live 


OFFICE STAFF are apt to feel detached from their 
workshop counterparts, especially if they are in 
separate buildings. 

Girls in the social club at the Hockley, Birming- 
ham, branch of British Oxygen Gases felt they 
wanted to know more about the background of the 
letters and invoices they typed. So they persuaded 
their club to run a ‘ course’ showing how gas welding 
equipment is used. 

The result—six girls are now reasonably proficient 
welders. One of the company’s school instructors 
gave up two evenings a week to teach them. More 
courses for other non-workshop staff are planned. 


Making it easy for 
the foreigner 


MULTI-LANGUAGE BROCHURES are difficult to produce 
for two reasons: translating technical and commercial 
terms, and finding printers with the typographical 
resources. 

But they are often also difficult or annoying to read 
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because of the search for the * slabs ’* of print in any 
particular language. Avo Ltd., electrical instrument 
manufacturers, who export throughout the world, 
found a neat solution to this. 

Their latest export brochure is produced in seven 
languages. The insides of the wide glossy covers, 
which are plastic coated, contain numbered photo- 
graphs of 19 Avo products. Stapled to the spine are 
seven separate half-width * booklets ° with the language 
of each identified at the edge. 

All a foreigner has to do is to select the booklet in 
his language. Descriptions are keyed to the photo- 
graphs on the cover, which are always in view because 
of the booklet’s narrow format. 

Avo know from experience that an exhibition in, say, 
France is visited by others than French. This new 
brochure avoids the need for large numbers of individual 
leaflets. Post enquiries for fuller technical information 
are answered with separate leaflets. 


Ultrasonic cleaning 
for precision parts 


RAPID CLEANING which is possible with ultrasonics is 
constantly finding fresh applications. Principle is to 
use the most efficient cleaning solvent available, then 
agitate it with sound waves pitched far beyond the ear’s 
range. 

This technique is helping production at _ the 
Newhaven factory of Parker Pen. Various pressing 
and engraving operations require expensive tools, 
including diamonds. During and between each pro- 
cess the component is apt to pick up dirt which damages 
the tool. 

The only solution is to clean the component between 
each stage. This had to be done by hand—a time- 
wasting business because of the many thousands of 
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Write or phone to Olivetti for full particulars 


British Olivetti Ltd. 


30 Berke L Wi 
Talons, GROsvennt 6181 


MARCH, 1959 





The new 


Olivetti 
Elettrosumma 
22 


the fastest 
adding/ listing 
machine 


yet produced 


With a speed of 200 cycles per 
minute the Olivetti Elettrosumma 
22 is the fastest adding/ listing 
machine yet produced. Entirely 
new in design, the Elettrosumma 
is an easy-to-operate machine 
which does not require any spe- 
cialist training. It has the simpli- 
fied ‘streamlined’ keyboard which 
allows figures to be entered (with- 
out the mental effort of selece- 
ing columns) in the same order 
as when written by hand. The 
printed record provides a perma- 
ment check on the accuracy of 
the calculation. 


CAPACITY 

Entering £ 9,999,999 - 19: ll ; 
or: £ 99,999,999 : 19. 11 

Totalling: £ 999,999,999 19: 113 


WORKS IN STERLING OR WHOLE NUMBERS 
MULTIPLICATION BY RAPID REPEAT ADDITION 


There is no other 
machine combining all 
these special features 
at any price - 

£ 89.15.0 
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in a nutshell 








TEAMWORK AND CO-OPERATION between 
management and labour bring reduced costs, and 
help in the fight against competition. 


THE SUCCESS OF THE DRIVE for Greater 
Productivity depends on the individual’s desire to 
work. This will to work depends in turn on the indi- 
vidual’s relationship with management, and on his 
realisation that he is working for his own prosperity 
and security. 


THE TANNOCK & JAMES service can help YOU 
because it does produce this relationship and this 
realisation. It is doing so already, in large companies 
and in small companies, throughout Britain. It is 
filling a vital need in British Industry today. 


If without incurring az.y obligation, you would like 
to know more about this Service, and the ways in 
which it can help your Company, please complete 
the attached coupon and post it to us. 


TANNOCK & JAMES LTD. 


49 Conduit Street, London, W.|I. 
Tel. REGent 7308 


TANNOCK & JAMES LTD., 49 CONDU:T ST., LONDON, w.! 


Please let me have, without obligation, details of your Industria 
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A BRITISH SERVICE TO INDUSTRY 
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small parts that have to be treated—for instance, 
a ‘ Lustralloy’ pen cap goes through 20 processes. 

Now a Kerry-Mullard ultrasonic tank cleans as 
many parts in a day as three operators using three 
sinks cleaned in a week. And it does it better. There 
is less tool wear due to dirt. Finish is better, too, 
because drying off the solvent is now an automatic part 
of the process. Parkers are so pleased with the 
apparatus that they are experimenting with a second. 


Stepping up sales 

to outlying areas 

SPARSELY POPULATED AREAS are often neglected from 
a sales point of view because of low returns on high 
overheads. Here a lesson can perhaps be learned 
from Norway. 





Mobile showrooms 
sell speciality goods to Norway's scattered population. 


powered cruisers and fitted vans 


To thank their Norwegian agents for stepping up 
sales, Black and Decker held a ‘ Viking Week.’ 
Agents were treated to a week in England, mixing 
business with pleasure. There were visits to the com- 
pany’s tool factory and sightseeing trips. 

The company learned something about their 
agents’ methods. All of Norway—like most of 
Scotland, Wales and much of England—is sparseiy 
populated, so speciality salesmen have to use 


BUSINESS 


eS. 
as 


0, 
irt 
he 





MARCH, 1959 


the first name 


in figurework 














Manufactured by Bel! Punch Co. Ltd., Uxbridge,Middlesex and Portsmouth,Hants. 
Sales Home Market: SUMLOCK LIMITED, 1 Albemarle Street, 
London, W.1. Tel: HYDe Park 1331 

Sales Export Market: BELL PUNCH EXPORT CO. LTD., 
39 St. James's Street, London, S.W.1. Cables : Belpunch, London 


Bell Punch also manufacture: Adding Machines, Fare Collection Systems, Cash Control 
Systems, Tickets and Receipts, Ticket Printing Machinery, Taximaters, Totalisator Equipment 
and Aircraft Instruments. 
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When it’s 
person-to-person 
selling... 


TACK 


TRAINING TELLS 


TACK Sales Training Courses give your salesmen anu 
sales executives a new insight into selling—creating 
the vigour and enthusiasm that bring success. 


3-DAY COURSE 

In only 3 days, the TACK Course gives the benefits of a 
lifetime's selling experience to every member of your 
sales force. Experienced salesmen are led tore-examine 
their techniques in the light of tomorrow's buying 
trends. Newcomers start their careers fully equipped 
and confident. 


2-DAY COURSE in Sales Management 

This refresher course provides new ideas and gives in- 
spiration to all sales executives. And the unique TACK 
Management Advisory Service is available to them at 
any time thereafter, for free consultation and advice. 


TACK 


TRAINING SELLS... 


toys for Chad Valley Co. Ltd. 
DIESEL ENGINES for Perkins of Peterborough. 
FooD Propucts for Alfred Bird & Sons Ltd. 


STOCKINGS, LINGERIE, AND CORSETRY for Kayser 
Bondor. 


pens for Scripto Pens Ltd. 


ELECTRONIC PRODUCTS for The Solartron 
Electronic Group Ltd. 


Beps for Horatio Myer & Co. Ltd. 
AIR TRAVEL for British European Airways. 


CLOCKS AND WATCHES for Smiths Clocks and 
Watches Ltd. 


PAPER TOWELS for Kimberly-Clark Ltd. 
MEAT AND FISH PasTEs for C. Shippam Ltd. 


CIVIL ENGINEERING SERVicEs for Taylor Woodrow 
Group. 


Over 2,000 Companies use TACK Courses 


Write now for full details to :— 
THE TACK ORGANISATION, 
Longmoore Street, London, $.W.1. VIC 5001 


#% World’s Largest Personal Sales Training Organisation 


AUSTRALIA - IRELAND - INDIA - BELGIUM - ITALY 


4345C 


special techniques. Some use power cruisers, going 
between island and fiords, spending only a day or 
so at each hamlet. Others use vans which are vir- 
tually travelling ironmongers’ shops. 


Heat insulation—from 
the outside 


IcE RINKS and heat conservation are not normally 
closely associated. But when the South Scotland 
Electricity Board took over Dunfermline Ice Rink for 
offices, workshops, and stores, the need to reduce heat 
loss was the main consideration. 

They adopted a new idea in insulation—applying it 
on the outside instead of on the inside. With the new 





Double skin keeps heat in. 


system, the inner fabric of the building is not disturbed. 
There are no additional materials that might increase the 
fire risk. 

It consists of sandwiching glass fibre between the 
old roof and a new layer of asbestos cement sheeting, 
provided the structure can support the somewhat 
increased weight. 

Timber battens were laid over the existing purlins to 
act as spacers between the old roof and the new * skin” 
Then the glass fibre filling was laid in place and the new 
roof sheeting screwed down. The result is a 70 per cent 
reduction in heat loss. 


Executive suites like 
living rooms 


THICK CARPETS, GAILY coloured walls, and bright, 
tasteful furniture are making some American executives” 
offices look like living rooms. Desks, like their cars, 
are getting longer and lower, and becoming more like 
tables. 

This trend, to some extent reflected in the feature on 
page 76, is reported in the Du Pont Magazine. 
Specialist office furniture designers have to be psycho- 


logists. 'When a man says he needs a big desk he may 
just be wanting one bigger than the next man’s. First 
BUSINESS 














Very few people have average figures, the 





human frame and shape differs in every individual 
Theoretically, therefore, for true posture and 
the comfort that is essential for efficiency, 

the answer would seem to be a chair constructed 
in accordance with the anatomical dimensions 

of the user. The alternative ? 


A chair that is truly adjustable ! 


Here at last... 


is a chair that has everything. The double curved back- 
rest is adjustable for height and angle and is spring- 
loaded with tension control. The fully-sprung seat can 
be raised or lowered with a new adjustment which 
allows free swivel movement yet stays at the desired 
seat height. All these features, and more, plus the wide 
range of ‘Du-al’ upholstery materials and finishes, en- 
sure that here at last is a chair designed for individuality. 


Du-al model P.24 
Secretarial Swivel Posture Chair 





Du-al have the , 
tubular steel furniture 


answer to all 


your seating problems 





DARE-INGLIS PRODUCTS LIMITED 


Du-al House, Byron Road, Harrow, Middlesex 
Telephone HARrow 5141 (5 lines) Telegrams DU-AL, HARROW 
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Royal McBee, 36 Worship Street, E.C.2 
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Glever and Beautiful 





AN ™ 


Clever, because never before have al! these time- 
saving, Jabour-saving devices been so ingeniously 
incorporated into one superb design: * ‘magic’ 
margin * automatic paper lock * moulded keys, 
balanced actuating pressure for effortless typing 
* Twin-Pak self-contained ribbon unit for ribbon- 
changing in seconds without fuss * page-end 
indicator combined with line-meter «* line finder 
* variable touch control *« easy-to-read printing 
point scale « card-holder fingers « ‘Presto-Magic’ 
top « variable line spacer. 

Beautiful, because ROYAL deliberately made it 
that way. Every typist falls under the spell of the 
Standard’s sleek lines and restful duo-tone grey 
finish—and finds the Standard the easiest, least 
tiring of all office typewriters. 





a you get more work, 
more efficiently with 


OYAL 


STANDARD 


Arrange a demonstration of the ROYAL STANDARD through 
your iocai Branch, Agent or Dealer 





Telephone: MONarch 4020 





step is to find out what is kept in desk drawers—and 
to keep probing for the true answer. 

Generally the man can be shown that what he really 
needs is a large working area (table) with a free- 
standing document storage unit at the side. A showy 
desk intimidates visitors. If he often holds confer- 
ences he needs a desk with a large overhang so that 
people do not jam their knees on the legs. 


Special transport 
can be cheapest 


MAKERS OF Goops with a high value-to-weight ratio 
are fortunate in that it is relatively easy to average 
special door-to-door deliveries to customers. 

West Instrument, manufacturers of temperature 
control devices, had two problems. First, to get their 
goods to Continental customers in order to meet their 
production schedules; second, to devise packaging to 
safeguard the delicate instruments. 

One answer solved both problems. One of the 
firm’s service shooting brakes was loaded with instru- 
ments. They received the minimum packaging. The 
vehicle boarded the Dover ferry and went overland to 
Diisseldorf and other centres to deliver the instruments 
straight into the hands of the buyer. None 
damaged en route. 

J. A. Hartnett, managing director, estimated the 
delivery cost per instrument at 10s. less than normal 
charges. But even if it had been more expensive than 
normal he would still have gone ahead with the scheme. 


was 


Good suggestions 

a recipe 

SUGGESTION SCHEME which was adjudged by the recent 
Industrial Welfare Society survey to be the most suc- 
cessful in the country is that operating at the Dundee 
factory of National Cash Register. 

N.C.R. have now reorganized their separate scheme 
for sales, service and administrative personnel. Every 
effort is made to impress on employees the importance 
with which their suggestions are regarded. 

First, there is a special form. This, when completed, 
is sent not to a committee but to a suggestions officer 
who acknowledges it immediately. He stamps it with 
the date and hour of receipt to establish priority in case 
of rival claims. He also allots a number to each 
suggestion; names are not disclosed until the merits of 
each are decided. 

An award is never less than £2.2s. but can be as high 
as £500. 

An explanation is given for the rejection of any sug- 
gestion. An employee can re-submit a_ rejected 
suggestion if he thinks changed conditions make it 
practicable. If he believes a rejected suggestion of his 
has been used he can claim payment. And an unusual, 
if not unique, feature is that rewards are sent to 
employees whose rejected suggestions are later used, 
even if they have left the company. END 
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Simply write, type 
print or draw original 
on ordinary paper 


Minutes after its receipt at head office, the order is flashed to 
factory or warehouse — jin writing. Delivery can start at once. 
That's just one of the many ways in which the Creed Facsimile 
System is speeding business operations up and down the country. 

There's scarcely any limit to the type of material which can 
be handled by this revolutionary communication system. Hand- 
written messages, typed matter, signatures, orders, printed forms, 
diagrams — Creed Facsimile takes them all in its stride. Just 
the touch of a button and your message is on its way — to be 
received, on paper, as a precise facsimile of the original. 

With a Creed Facsimile System linking scattered locations 
there is no more waiting for messengers or mail — business 
operations are cut by hours or even days. And because Facsimile 
‘puts it in writing’ there are no more verbal errors, no chance 
of vital data being transposed or omitted —every message is 
reproduced exactly as sent, at one or many selected destinations 
simultaneously. 

Small wonder, then, that more and more organisations are 
finding Creed Facsimile the ideal solution to long-standing com- 
munications problems. 


Slip it round drum 
press ‘send’ button 
[ransmission starts to 
one or many destins- 
tions simultaneously 


C. 


Message is repro- 
duced automatically 
at receiving point(s) 
in 2$ minutes, ready 
for immediate use 


Post coupon today for illustrated literature and learn how 
the Creed Fascimile System is already serving business 


Please send me full details of the Creed ; and industry—and what it can do to put greater efficiency 
' in your intra-company communications 


Facsimile System. 


Name.. 


Company 





Address scacgtteaiaal : 
_ : Makers of the Teleprinter 


MB9 : TELEGRAPH HOUSE - CROYDON * SURREY 
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you can see 


Addressall 


advantages! 





SERVICE 


Addressall provide a comprehensive maintenance service for all 
machines, and besides this, the following facilities are available: 
stencil cutting for initial setting up of a system; instruction for new 
staff; special stencils printed to suit your requirements; design of 
catalogues, packaging and other sales promotion material, printing 
and mailing. We also have valuable experience in the application 
of the Addressall system to many types of businesses—and this data 
is at your service. 


The Addressall system for addressing, indexing and tabulating is one 
of the most efficient and least expensive on the market. The system 
is based on the Indexograph typewritable stencil, which is typed in 
your own office, light and easy to handle. There is a full range of 
machines, one of which is right for your business. 


This new brochure explains why 
the Addressall System is the choice 
of so many !arge and small firms. 
Ask your secretary to send for 
YOUR COPY— it’s free and places 
you under no obligation whatsoever. 








Please send a copy of 


“‘Addressall Advantages’” to : 


COMPANY ... 

















=f 
‘ A earn a 
a 
Addressall 11-13 Southampton Row, London W.C.1. Tel: HOLborn 1524/8 (5 lines) 
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The 
All-New 

ng 
All-Eleetrie 
Adding /Listing 
Machine 








esenti 


ie ce 


figures (>) faster than you think... 


7 


omptometer 
Limitege 


FORMERLY: FELT & TARRANT LTO 


SALES - SCHOOLS - SERVICES 


IN LONDON AND 
PROVINCIAL CITIES 


EAD OFFICE: ALDWYCH HOUSE, ALDWYCH, LONDON, W.C.2. Telephone: HOLBORN 4374 


























one of many decorative designs 


The brilliantly successful G.E.C. 101 range of fluorescent 
fittings offers a wide choice of designs for every lighting 
requirement—in executive offices, showrooms, shops 

and stores, as well as factory areas. They are made for 
14 to 8 ft. single or twin Osram guaranteed tubes, 

and all employ the famous G.E.C. Basic Channel with 

its proven advantages of versatility and economy in 
installation and maintenance. 


The fitting illustrated, F41138/9, consists of a standard channel with special wide spacing lampholder assembly, 
together with a metal frame with applied mahogany finish supporting a 040 “ Perspex" diffuser. 





fluorescent lighting fittings 





THE GENERAL ELECTRIC CO. LTD., MAGNET HOUSE, KINGSWAY, LONDON, W.C.2 
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KALAMAZOO LTD. 
NORTHFIELD, 
BIRMINGHAM 31 








Problems 
at 


Board 
Level... 























... are frequently resolved by real, 
red blooded action. Where the prob- 
lems involve accounts or records 
(and especially when the idea is to 
cut out records) the wide Kalamazoo 
range comes right into the picture. 


1 Indexing methods 
Revolving or Wall Strip Indexes, as 
well as book indexes. They never 
need re-writing and can be photo- 
graphically reproduced. 


2 Machine Accounting and 
Fire Protection 
Posting trays with stands adjustable 
to each operator. Fire resisting 
cabinets. 


3 Analysis and Statistics 
Kalamazoo Summarizer uses the 
original document and can analyse 
hundreds of categories. 


4 “Writing through” methods 
Copy-Writer enables three separate 
postings to be completed in one, 
e.g. statement, ledger and journal. 
Also applicable to P.A.Y.E., 
Receipts, Traders Bank Advices, 
Cheques, etc. 

5 Invoice and all types of sets 
Available with “‘throw-away” car- 
bon, spot carbon or “‘no carbon 
required” paper. 


6 Collection systems 
Effective but simple methods of 
collecting H.P. instalments, credit 
transactions. 


Please let us have more information about items ticked, without obligation 
OO eee ae OS ee 


Name 








Name of Company 
Address PE Sen Set sili 


BU_359 























This page illustrates an office furnished with items from 
the Abbess Executive Suite 





Full details from appointed 
Abbess distributors or direct 
from the sole manufacturers 
Abbott Bros. (Southall) Ltd., 
Abbess Works, Southall, Middx. 
Tel.: SOUthall 1357. 
Cables: Abbess, Southall. 


a 
"a 
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HOW SIMPLE 
CAN IT GET? 


Without claiming to have reached the ultimate in 
simplicity—not even in the R.70—we do say most 
emphatically that this machine will transform the 
production of printed matter from an involved and 
irksome chore to a straightforward part of internal 
routine. The R.70 is so easy to use that any intelli- 
gent person can start producing first-class black 
and white material within a week. Troublesome 
damping rollers are eliminated by the patented 
Rotafount damping system—exclusive to Rotaprint 
machines. Inking and paper feed are automatic. 
Plates are changed with the snap of a spring—no 
screws or tools—and the machine is operated by 
very simple controls. 

Apart from dealing effectively with printing work 
of al! descriptions—letterheadings, sales folders. 
ruled forms, etc.—the R.70 is ideally suited for 
every duplicating requirement. It’s fast, versatile, 
and above all easy to operate. 


HOW SIMPLE 
CAN IT GET? 


Complexity breeds inefficiency, and nowhere is 

| Pee te mei “Hat | this more obvious than in a badly organised print- 
ENQUIRY FORM ing and stationery department. Rotaprint reduces 

| administrative problems of this sort to a minimum. 
| Storage space is reduced too. Instead of stocking 
| cumbersome heaps of printed material, any number 
l of Rotaprint plates can be kept in an ordinary file 
| 
' 











Please send, without obligation, printed specimens and full details of 
otaprint 





DEPARTMENT - anginal until needed for reprints, When a particular item 
of stationery is required in quantity the appropriate 
plate can be brought out, clipped quickly into 
position, and within minutes a supply is ready for 
use. Simplicity itself! 


| 
| 
| NAME : Seaineiaiia 
| 
| 
| 


Pin this Enquiry Form to your letterheading and post to 
| ROTAPRINT LTD ° HONEYPOT LANE ° LONDON NW9 


ROTAPRINT LIMITED - ROTAPRINT HOUSE - HONEYPOT LANE - LONDON NW9 : Tel: COLindale 8822 (12 lines) 


RWA 
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Two typists are better than three! 


The PRIMUS man can show you how * 













13 C \\ 

Two better than three? Yes, when they are doing ¢ SD») 5 
the work of three! And they can, if you install Woy’ 
Primus Continuous Stationery. Soy 
{C2 
The size of your office is no criterion. You need XZ 


no special equipment. Your staff require no special training. 
No capital outlay is involved. 


A Primus System designed for your particular needs 
will enable your typists to type continuously without 
continually interrupting themselves to make up, insert and 
remove sets of forms. It will give you 50 per cent more output 
and considerably diminish the number of errors. 
What is more, a// your existing machines can be used. 




















* The PRIMUS'man is ready to prove all this to you in your own office. Ask him to call. 
No obligation is involved. 


PRIMUS A PRODUCT OF 
continuous stationery CARTER-DAVIS LID. 


20 QUEEN ELIZABETH STREET, LONDON, SE |! 
Telephone HOP 5344 (5 lines) 





BRANCHES IN BELFAST - BIRMINGHAM - BRISTOL - DUBLIN - EDINBURGH - GLASGOW - LEEDS - LEICESTER - LIVERPOOL - MANCHESTER - NEWCASTLE 
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CAPI fT AL 
can be 
a decisive factor 


for industrial and commercial enterprises in 
their expansion and progress. 1CkC’s function 
is to provide capital for small and medium 
concerns in Great Britain in the form of long- 


term loans and share capital. 


Our booklet, Ji4, *Cajntal for Business and 
Where to Find It, will be sent on request. 





INDUSTRIAL & COMMERCIAL 
FINANCE CORPORATION 
LIMITED 
Shareholders: The English and Scottish Banks 
Head Office: 7 Drapers’ Gardens, London, EC2 


Tel.: National 8621-5 


BRANCHES 


Birmingham — 214 Hagley Road Edgbaston 4181 
Leicester — 31 Friar Lane Granby 85+ 
Manchester — 73 Whitworth Street Central 5429 
Leeds — Headrow House Leeds 22727 
Edinburgh - 33 Charlotte Square Edinburgh 30212 
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velly good 
thank you! 


You'll find Columbia Ribbons and 








Carbons wherever neat, clean and 






smudge-free letters are wanted; 






they always create the right im- 
Columbia products, 









pression. 
economical, long lasting and clean 







to handle, are known and used 





throughout th> world. 








FOR A GOOD IMPRESSION EVERY TIME 
IT’S COLUMBIA 






* Nonstick 





Black Diamond - Classi 
* Clean Hands 





Marathon 
Readymaster 





Titan 






COLUMBIA RIBBON & CARBON MANUFACTURING CO. LTD. e 
KANGLEY BRIDGE ROAD , LOWER SYDENHAM LONDON . S.E.26 yp 
Factories in NEW YORK - CALIFORNIA - TORONTO + BUENOS AIRES - MILAN - SYDNEY N.S.W Pr 
CAGE 
: 
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100°. accurate 
photo-copies 
in a few seconds- 
in your own office 


There are some copying jobs even the 
most competent typist cannot be relied 
upon to do with absolute accuracy-— 
copies of legal documents and clinical 
reports, abstracts from technical foreign- 
language papers and books, for in- 
stance. There are others which require 
special ability—copies of sketches, 
plans and diagrams. For these, pilus any 
urgent routine copying, you need 
Bandavelop photo-copying equipment: 
the TWIN for all straightforward docu- 
ment copying; the BOOK TWIN for 


mounted originals and books. 





from the Photo-copying Division of 


|=] Role) @. oN, i=). $10) a ae | 


Heod Office 
Banda House, Cambridge ner Hammersmith, London, W.6. Tel: Riverside 4121 (20 lines) 
don Sales Office 
58-60 Kensington Charen Street, London, W.8. Tel: WEStern 7250 (10 lines) 


ON-THE-SPOT SERVICE FROM THE FOLLOWING BRANCHES : 


Belfast. Birmingham, Bristol, Cardiff, Dublin, Dundee, Edinburgh, Exeter, Glasgow, 
Leeds, Leicester, Liverpool, Luton. Manchester, ae Newcastle. Nottingham, 
rent, Tunbridge Wells. 


Preston, Reading, Sheffield, Southampton, Stoke-on- 
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Ferranti offer Pre-eminent 
Electronic 
Data-Processing 


Systems 


based on magnetic tape, the new 
medium for clerical mechanisation 





THE PERSEUS DATA-PROCESSING SYSTEM 


the most powerful System made in Europe for 
large organisations or groups of companies. 


THE PEGASUS DATA-PROCESSING SYSTEM 
the most versatile computing System, for medium 
sized organisations especially those with both 
commercial and technical applications. 








Write or phone for further details to: 


FERRANTT LTD 


WEST GORTON +: MANCHESTER !2_ Tel: EASt 130! 
London Computer Centre: 
2! PORTLAND PLACE, W.!. TEL: LANgham 921! 
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A NEW DESK with A BIG TOP 


For the executive who needs plenty of desk Special features include glare-free working 
space, and who may hold meetings in his surface, touch operated flaps, gliding drawers 
office, this is the ideal desk. The expansive and improved locking mechanism. Available 
top, 6’ 10” = 46” overall, projects from the in alternative heights. Stove enamelled in 


pedestals to provide kneespace on three sides. colours to tone with any decorative scheme. 
The Conference Desk is the latest 


addition to the Harvey ‘400-Style’ 


Suite of office furniture in steel. 


(opestce 





HARVEY 


I — 


400 -STYLE 





Please send for Brochure BU 999 





G. A. HARVEY & CO. (LONDON) LTD., WOOLWICH ROAD, LONDON, S.E.7 - GREenwich 3232 (22 lines) 
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IGESTETNER 






i clearly 
~~ the best 
in 


duplicating 


¢ ----------------- 


If quality and clarity of repro- 


ineoc ceases 


duction were the only criteria, no 
one could dispute the supremacy 
of Gestetner. In practice, how- 
ever, other factors have to be 
taken into account. Simplicity, 
dependability, versatility, speed. 
Consider, then, some of the 
unique technical features that 
contribute to the outstanding 
operational efficiency of the 
Gestetner 260. 


always ready for instant use 


* The machine is always ready for instant use * Simpler, quicker, cleaner stencil fixing 


—thanks to automatic sheet-by-sheet inking * Quick-set counter with automatic 
switch-off at end of run. 


* The machine will feed any stock from thin x Silent running—no disturbance to office 
airmail paper to thick card staff 


Why not write today 
for full details — and particulars 
of the unique Gestetner Service. LI 


GESTETNER LIMITED, GESTETNER HOUSE, 210 EUSTON ROAD, LONDON, N.W.I. EUSton 7021 
49 BUSINESS 








READY 
10 


TALK 
BUSINESS? 


... THE BAIRD STENOCORD 


is your ever-present secretary, 

always ready when you are. It is extremely 
light in weight and easily portable in a 
handy travelling case. 

Pick up the microphone — in the office, 

at home, or away in hotels — 

and you're talking business with the versatile 
Stenocord’s single-button remote-control 
right under your thumb. 

This dictating machine is new to the U.K. 

Its advanced design incorporates 

the highest quality components for long-life, 
faithful performance. The Stenocord’s continuous 
recording belt obviates tapes and rewinds, 
carries up to twelve minutes of dictation 

and can be sent through the post in an 
ordinary envelope. 

Worth thinking about? Our representatives 
will be glad to come and see you and 
demonstrate the Baird Stenocord. 


BAIRD BUSINESS MACHINES LTD., 


219 GRAND BUILDINGS, 
TRAFALGAR S@Q., LONDON, W.C.2. 


STENOCORD 


A Member of the Camp Bird Group of Industric 4 
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SK Is everything upside down? 
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That daily panic. Turning the office upside down 


in an effort to get the balance sheet out on time. Of course, it 
doesn’t happen in every office. Most people know that 
things go swimmingly if you install MACHINE 
ACCOUNTING EQUIPMENT by 





PERCY JONES ( o ) LTD REGD. TRADE MARK 


37 CHANCERY LANE, LONDON, W.C.2. Tel: CHAncery 8971 
SHOWROOMS : MANCHESTER - GLASGOW - BIRMINGHAM 


The Puffer fish in a panic inflates 
itself, floating head down with tts 
swollen body above the surface. 
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FITS A | LOOSE LEAF BUSINESS SYSTEM — think of Twinlock sé 
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es 
its 


style 
right— 


price 







ea ie 
This new LEABANK Chair has everything ! 


* Smooth easy adjustments for both seat and 
backrest. 

* Shaped seat and back for maximum comfort. 

* Modern attractive upl olstery and finish. 

* Upholstered in Vinyl. 


Price £5 15s. Od. plus 4s. 4d. Purchase Tax. 





We are proud to include this new chair in our 


full range of LEABANK Office Equipment. 


Write today for details 


LEABANK OFFICE EQUIPMENT LTD., 50 Clifton House, Euston Road, N.W.I 


Member of the Owen Organisation 
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The Case... 


for Edison Voicewriter 
is a strong one 


The Edison V.P. VOICEWRITER 


If we were to plead the case for Edison Voicewriter 
Dictation it would sound something like this:- 


Whether you are in professional or commercial 
practice or no matter what your speciality may be ... 
the Voicewriter can prove indispensable when you are 
in or out of the office. To catch up with correspond- 
ence, memoranda, briefs, contracts ... dictate to your 
Voicewriter at your office or at home. 


Then just give your Secretary the Edison Voice- 
writer Disc so that she can transcribe it whilst you are 
free for other work. 


AS AN ALTERNATIVE TO THE 


Many low-cost, 


eS ¥-LO-USe Remote-control 








INDIVIDUAL V.P. 
TELEVOICE REMOTE CONTROL DICTATION — FIRST 


TELE-VOICE Stations 


When you are dealing with complicated and lengthy 
reports or correspondence, the Voicewriter pauses 
whilst you order your thoughts, yet costs you nothing 
to keep it waiting. 

Notes on interviews and conferences can be dictated 
whilst fresh in the mind. 

Take your Voicewriter with you anywhere. It is 
equally efficient at home, on the road, in the office. 
No need to have a secretary on the spot when you 
wish to outline speeches, record minutes and meetings 
or keep up with paper work incurred by the many 
outside activities in which you must participate. 


VOICEWRITER INVESTIGATE 
INTRODUCED BY EDISON. 


Connect to one 
single, central 


recording instrument 





es 
tC re 
the EDISON 





TELE-VOICEWRITER 


WE SHALL BE PLEASED TO SEND PARTICULARS OF THESE SYSTEMS 





~~, 


LIMITED 
MANCHESTER, 


NRANCHES 


AND DEALERS: BIRMINGHAM, BRISTOL, 


NEWCASTLE, 


VICTORIA HOUSE, VERNON PLACE, 
SOUTHAMPTON ROW, LONDON W.C.1 
Telephone HOLborn 9988 


LEEDS, GLASGOW, SOUTHAMPTON, BELFAST, DUBLIN. 
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Many entirely new features —easy clean 
finish, standardised components. The 
Mayland Hot Cupboard is offered in 4 
standard sizes with plain or bain marie 


top, all stainless steel. Units can be 





built up into Service Counters to order. 








HOT CUPBOARD 


A Bartlett product 


G. F. E. BARTLETT & SON LTD 
MAIN woRKS: MAYLANDS AVENUE, HEMEL HEMPSTEAD. Telephone: BOXMOOR 4242 
LONDON SHOWROOMS : BELL STREET, LONDON, W.W.1. Telephone: PADDINGTON 8222 —_ 
BIRMINGHAM: 12 Whitmore Road. Tel.: Victoria 1615. MANCHESTER: 530 Stretford Road. Tel.: Trafford Park 0288 











CONTRACT 
FURNISHING— 


where we come in... 


When you're thinking of making your offices more 
up-to-date and impressive than ever before—that’s 
where we come in. We have the experience and 

the facilities to give a complete service for all types 
of contract furnishing. Let us handle the design, 
manufacture and supply of your whole project. 

We specialise in high grade furniture, in 
reproduction or contemporary styling, for executive 
offices, boardrooms, hotels, restaurants and libraries. 
Let us arrange a preliminary discussion without obligation— 
a specialist representative would be pleased to call on you. 
ESTABLISHED FOR HALF A CENTURY MAKERS OF THE FAMOUS 

* ELASTIC ’ BOOKCASES 


GLOBE -WERNICKE LTD 


(CONTRACTS DEPARTMENT) - 82 VICTORIA STREET - LONDON 
Telephone Nos. ViCtoria 0372 - 0085 
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presents thousands of records 
at the mere touch of a finger ! 


Sn? 
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MORE AND MORE-IN THE SAME SPACE! a«%/ 


THE HORIZONTAL 
C. W. CAVE & CO. LTD., DEPT. ‘B’, 59 HOLBORN VIADUCT, E.C.1 CEN 8402 
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Introducing the “Systemat” 


for production control 











* Systemat ”—the new duplicating master—cuts time, 

cost, typing and checking in vital paperwork operations. 

It provides for the addition, deletion or substitution of 

information on succeeding records automatically, combining 
related clerical tasks in a “‘one-writing” operation. 

in production control for example, the paper aspects of Planning, 
Progress, Machine Loading, Stock Control and Costing are 
handled by the “Systemat” with speed, without repetitive typing, 














To: Addressograph-Multigraph Ltd., 
Maylands Ave, Hemel Hempstead, Herts. 
Please tell me how the ‘‘ Systemat’ 

can help me with production contro! 

and other paperwork procedures. 


with the minimum of checking and — with accuracy. 

Let us tell you more about the “Systemat” and the opportunities 
it offers for greater business efficiency. 

NAME 


ADDRESS 


Addressograph - Multigraph ipisiahieimnatis 


ADDRESSOGRAPH-MULTIGRAPH LTD. MAYLANDS AVE., HEMEL HEMPSTEAD, HERTS. 
Tel: Boxmoor 3730 
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QUIET! in busy places 


Nervous tension, headaches, absenteeism 
are all by-products of noise. The “ HUSH- 
BOX” reduces the clatter of any office 
machine by absorbing noise at its source. 
Price £40 and £65. Model also available 
for Teleprinters, etc. 


‘HUSHBOX > 


ACOUSTIC CABINET 









“ Hushbox ” division, 
D. MATTHEWS & SON LTD. 


Dale Street, Liverpoo', 2. 

Est. 1848. Tel.: Central 9851. 
and at 21-23 Wellington Street, Leeds. 
Tel.: Leeds 3-0796-7. 

D. Matthews & Son Ltd. also sell Paper clips and Offices—84 page fully priced catalogue on request. 














Transport 
Executives... 
keep 


We don’t need to tell you that you can 
save time, money and vehicles in your 
transport department when you can 
contact your transport operators—on 
the road or around the works—by 
mobile radio. Whai you may not know 
is that the low cost of a Murphy 
Mobile Radio installation makes it a 
sound proposition even for the smali 
business with no more than one or two 
vans. And it soon pays for itself in 
lower operating costs. We'll be glad to 


send you full particulars or arrange a 7 








a demonstration without obligation. T 
murphy mobile radio telephones 
Murphy Radio Ltd., (Electronics Division), Welwyn Garden City, Herts. 
cac is? 
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The finest typewriter value in the world! 








THERE ARE HERMES AGENTS IN ALL PRINCIPAL 
TOWNS. ASK FOR HERMES DEMONSTRATIONS 


HERMES 
mbassador9O 


Every typist appreciates a good type- 
writer and the Hermes Ambassador is one 
which gives unparalleled performance. 
Various models are available with various 
special features including automatic elec- 
tric carriage return and line spacing (a 
great saver of physical effort, especially 
where long carriages are used), dual- 
ribbon mechanism with instant switchover 
control, five different carriage lengths, 
adjustable typing “touch” and many 
other features. The precision construc- 
tion of all Hermes machines is superb and 
the finish is an attractive grey-green tone 
which is very restful to the eyes. 





This is another Hermes office machine 
in a top class of its own. This model 
also has many excellent features including 
visible “lightning” margins, notebook 
holder over the keyboard, key for freeing 
jammed type bars, fully visible typing 
line, two-colour and stencil switch, auto- 
matic tabulator, transparent card holders, 
“balanced” touch for rapid typing, 
vertical carriage rails and complete access 
to the type basket. Why not ask for 
demonstrations of these precision type- 
writers? It is impossible not to be 
genuinely impressed by the performance 
of these excellent machines. 


E. N. MASON & SONS LTD. 





any of these addresses 
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ARCLIGHT WORKS, COLCHESTER, ESSEX. Tel. Colchester 519! 
For full details write to | SENTINEL HOUSE, SOUTHAMPTON ROW, LONDON, W.C.1. 


Tel. CLErkenwell 4064 


ALBERT ROAD, STECHFORD, BIRMINGHAM, 33. Tel. Stechford 4442 
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Only 
Remington Rand 

have the 

right 

answer 


, photo-copying 
problem 


AUTO DYPRINTER 


DESK DYPRINTER 


How do you decide which process or 
which machine will suit you best ? 
The answer is easy. 

You consult Remington Rand because they 
provide them all and will therefore give 

a completely unbiased opinion 

It will cost you nothing, commit you 
to nothing to call in our experts 
—or if you prefer to examine 

the whole subject before consulting us, 
write or phone for a free copy of 


*The Business Man’s Guide to Photo-Copying’ 
PART OF THE PROOF THAT 


Memington Bland 
| 
EQUIPS BUSINESS FOR PROSPERITY 


Remington Rand Ltd - 1-19 New Oxford St - London WC1 CHA 8888 | 
Branches in all principal cities 








Served 


VISIBLE RECORDING 





GOOD PLANNERS ALWAYS CONSULT 


ON SNUG LO) YS 





FOR FACTORY EQUIPMENT & OFFICE FURNITURE 








Searching for facts can 
be so time wasting, 
EQUIPMENT especially when details 
are recorded under many 
different headings, but 
amet with Constructors Seldex 
System all the answers 
can be found at a glance 
Constructors Seldex 
System is planned to 
ease the burden of to- 
day’s business and we 
will be pleased to give all 
possible help and advice 





INSTANT for your recording 
REPERENCE 


department. 








POST COUPON TODAY io Constructors 
Group, Dept. G., Tyburn Road, Birmingham 24. 


Please send, without obli- Name 
gation, details of Con- 











§ 

structors Seldex Visible Firm 4 

Recording Systems for 3 

use in Dept. Address 4 
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‘Tremendous 
time-saving with 
Verifax copier’ 


says this very satisfied customer 


\scot Gas Water Heaters Limited bought a 


Kodak ‘Verifax’ Copier for copying statistical 


documents. The results were amazing ; c »pying 


work which had sometimes taken a week to 


carry out could now be done in half-an-hour. 


Now many departments in this flourishing 

company are using the ‘Verifax’. They’re copying 
ase in the Mailing Department . 2 
technical drawings and publications, invoices for 
f Ascot Gas Water Heaters Limited 


home and overseas markets, legal documents . . . 


the copier’s worth its weight in gold. 


\ll over the world companies like Ascot are 
finding the Kodak ‘Verifax’ Copier saves time, 


trouble and money. Its advantages are so many 


It makes three copies in a minute—others in 
seconds more. It produces permanent copies on 
inexpensive paper. It eliminates copy-typing 
and checking because it’s photo-accurate. 

It copies any kind of writing on any document. 
It can pay for itself within two months. 


Why not write for full details ? 


Kodak Ltd., Dept. 569 
Kodak House, Kingsway 
London, W.C.2 





COPIER 


Verifax is a registered trade-mark 
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The Dictating 
Machine that 
really cuts the 


cost of 


correspondence 





AGAVOX MODEL C 


With the new Agavox Model C you record at the 
speed of thought. You control the machine com- 
pletely from the slim hand microphone. The 
recording medium—a tough plastic disc—slips into 
the machine like a penny in a slot—and each one 
of these discs can be used at least 20,000 times. 
Accurate “ pin-punched” indexing of dictation, 
corrections by overspeaking and automatic tele- 
phone recording by pressing a key are some of the 
many outstanding features of the economic 
Agavox. 


Write or telephone for details 


For those who require remote-control 
dictation equipment there is_ the 
Agavox Teledictation System which 
has remarkable technical and opera- 
tional features It can be operated 
through a private automatic exchange 
or separate wiring Full details on 
request. 


dictating 
machine 
company 





(Proprietors: M. & L. Haycraft Ltd.) 
St. Stephen’s House - Westminster - London - S.W.I 


WHitehall 9618-9 
52 














they know 


Men of judgment and intelligence sit behind desks lik 
these, in offices that reflect their taste. They are men who 
have learned to appreciate the difference between the 
authentic and the imitative. They are men who can recognise 
something that is p:operly made and finished. They know 
that every industry and profession has its few acknowledged 
experts. 


In furnishing and decoration Trollopes are acknowledged as 





experts, 





ANTIQUE AND MODERN FURNITURE 
CONTRACT FURNISHING + BUILDING WORK 
DECORATIONS + UPHOLSTERY ~- FABRICS 


TROLLOPE & SONS (LONDON) LTD. 
West Halkin Street, London, S.W.1. Tel: Sloane 4511 
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NOW! direct entry book-keeping... 





Visible accounting records plus punched 
cards simultaneously produced as a by- 
product! This is now made possible 
by the introduction of syNCHROMATIC. 
SYNCHROMATIC consists of the Remington 
Rand ‘ Foremost’ Accounting Machine 
and a punched card automatic key punch, 
electrically hooked-up into a single unit. 
One operator does two jobs: prepares 
normal visual accounting records, and at 
thesame time, produces the punched cards. 
This will be news of vital interest to users 
of punched cards. Organisations contem- 
plating the installation of electronic 
computers will appreciate the tremendous 
advantage of using the syNCHROMATIC 
unit as a means to produce input media 


at outside locations. 


PART OF THE PROOF THAT 
oo 


SYNCHRONISED 
with punched cards 
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EQUIPS BUSINESS FOR PROSPERITY 


Remington Rand Ltd - 1-19 New Oxford St - London WC1 - CHA 8888 - Business Equipment Centres in all principal cities 
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AUF ADSUTANT 


COMPRISING 
1. Single Register ACCOUNTING MACHINI 

with full narrative and automatic form-feeding 
2. Electric Carriage-return TYPEWRITER 
3. 12-Key Electric ADDING MACHINE. 


RUF anit 























This versatile Machine Combination simplifies all accounting procedures 
e.g., Sales Ledger—P.A.Y.E.—Invoicing—Cheque and Receipt Writing 
Traders Credit and Hire-Purchase Records, etc It can also be usec 
as a Typewriter and an Add/ Listing Machine 

RUF covers a complete range of book-keeping equipment including: 
RUF Intromat Book-keeping Machines 

Front-feed Typewriters 

Posting Boards. 

RUF Polyscope Filing System. etc 





Write for details or request a demonstration without obligat 


THE RUF ORGANISATION LIMITED, Central Buildings, Horley, Surrey 
Tel. Horley 935 
London Office and Showroom: 37/41, Bedford Row, London, W.C.1. Tel. HOLborn 6881 


Specialized 


WL. * PLAIN OR WITH ACCURATE HOLE OR SLOT PERFORATIONS 


Paper 


A maN OR GUMMED IN ANY WIDTH FOR ANY TYPE OF MACHINE 


C/ 
oa ~ Rolls... 


production of paper rolls for all 
individual requirements, accurate- _ ANY COMBINATION OF SIZE - WIDTH OR PERFORATION 


ly and cleanly wound in any width (7 



























and for all types of specialized 
machines. Your enquiries will SPECIALISTS IN THE MANUFACTURE 
have our prompt and careful HUNT & COLLEYS LTD. OF PAPER ROLLS FOR INDUSTRY 
attention. May we quote you? 

HUCKNALL ROAD: NOTTINGHAM - TELEPHONE: 61088/9 


ee, ee 


54 BUSINESS . J 











lo 


contracts 


from 


Hoover Ltd 


endorse the supremacy of 





VENTILATION 


Time and time again, industrialists large and small! 
call in Colt. And for three good reasons. Colt ventila- 
tion systems depend in the main on internal convec- 
tion currents—not external forces—and are therefore 
little affected by the vagaries of the wind. Colt offer 
an unparalleled range of ventilators. And most 
important, every Colt recommendation is based on a 
thorough analysis of the building, plant and process 
either from a site survey or drawings. Such thorough- 
ness influences firms such as Hoover Ltd. It will 
impress you, too. Ask your secretary to send for a 
free manual to Dept. 028/3 

Among the 12,000 major Industrial Organisations 
using Colt equipment are: 

32 contracts: /.C.J. Ltd. 

56 contracts: de Havilland Aircraft Co. Ltd. 

20 contracts: Courtaulds Ltd. 

11 contracts: Dunlop Rubber Co. Ltd. 

11 contracts : Steel Company of Wales Ltd. 


COLT CO2046 VENTILATORS AT HOOVER LTD., HIGH WYCOMBE 





COLT VENTILATION LIMITED - SURBITON - SURREY - TELEPHONE: ELMBRIDGE 0161 (10 LINES) 
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We are 


Letterpress COLOUR PRINTERS 
of fine quality catalogues, brochures, 
leaflets and similar publicity matter. 


We are also DIE STAMPERS of letter 
headings, folders and catalogue covers. 


May we help you? 


E.N. MASON & SONS, LTD., ARCLIGHT WORKS, COLCHESTER. Tel. 5/9/ 


LONDON, GLASGOW, MANCHESTER, BIRMINGHAM, SHEFFIELD, LIVERPOOL, LEEDS, BRISTOL 

































CARD INDEXING in every capacity 


EVERTAUT can offer you equipment for cards in all stan- 
* Sai dard sizes, in a wide variety of units and capacities to suit 
individual needs. If you have a card-indexing, reference or 
storage problem, let EVERTAUT solve it. 


From DESK REF Model 850 holding 100 8” x 5” cards, 
to CARDMASTER MAJOR Mode! 800 holding 
60,000 8” x 5” cards. > 


f é ERTAUT Write for full information, stating card size and 


a Sth capacity required. 


EVERTAUT iM ° 9 «oil DIVISION + DEPT. S$/4 - WALSALL ROAD, 
PERRY BARR: BIRMINGHAM 228 Tel. BIRchfields 4587 (4 lines) 
(3 
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Copycat routine saves paperwork at Burgess Products 


ACCOUNTS 
ADVERTISING 
DESPATCH CONTRACTS 
CONTRACTS FILE 
DELIVERY DAYBOOK 


ACCOUNTS 


a 
af; + eX + GAY 


Old system-—3 typing stages Copycat routine—single typing 


CUSTOMER INVOICE 


HOUT 
yl: 


In their continuing search for more efficient office methods Burgess 
Products decided recently to borrow a technique from the factory and doa 
‘time and motion’ study in their offices. They discovered that, though 
everything ran smoothly and apparently efficiently, enormous amounts of 
paper were being created, and time was being wasted in retyping data. 
In consultation with Copycat experts they found that by adopting a 
Copycat ‘routine’ based on the model C25 dyeline machine, they could cut 
out 2 typing stages and several! copies. This increased the work handled by 
the office by up to three times without extra staff or space. In addition they 


Reduced handling 
cost from 2/1; to 1/-; per order 


The ‘routine’ works smoothly and flexibly with all data typed once only. Each 
This is the range copy is now clearly readable (instead of perhaps an 8th carbon), and extra copies 
for special purposes are readily available. 
Copycat routines are designed by specialists working with the largest range of 
office photocopying machinery in the field. Their experience is at your disposal. 


COPYCAT RANGE-COPYCAT ROUTINES 


The rouune used by Burgess Products Com- 


pany Ltd. is more fully described in a report COPYCAT LIMITED 40 Victoria Street, London, 8.W.1 ABBey 7631/8 
) P f SOpy. 
ane ORR. Cente ome May 8 ae Branches and Agents throughout the World 


that makes the ‘routines’ 
possible—there is a Copycat 
machine to cover every aspect 
of Office photocopying. 
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On the dearth of Immortals 


“O, King, live for ever!” the people cry. But under present imperfect arrangements even 
kings never quite manage to bring this off. The people’s chances aren’t too bright, either, 
Crown and sceptre, umbrella and briefcase, all have to be laid aside in time. 
The analogy is not exact. National revenues, after all, go on. Private revenues 
are apt to dwindle and stop . . . Unless the breadwinner pauses in his 
breadwinning to think : to think ahead to the day when, incredibly but inevitably, 
someone else will be going through the papers in his writing desk, his deed box 
his office drawer marked “Private”. To find what? With luck, a safeguard 
for the years to come. An assurance not only of income today, but capital tomorrow. 
The SAFEGUARD POLICY means contiauing security for your 
dependants when you are no longer on hand to see to it. It means 
material comfort for them in the future ; spiritual comfort for you in the present. 
And all for a small additional premium to either Endowment or Whole Life Assurance. 









Full particulars, with illustrations of how the SAFEGUARD POLICY works, may be had from 
in exchange for the date of your birth 


LEGAL & GENERAL 


ASSURANCE SOCIETY LIMITED 





CHIEF ADMINISTRATION: I88 FLEET STREET, LONDON, 8.C.4 











NEW TO THIS COUNTRY! 


Ultra-modern Continental Office Furniture 


Of robust construction throughout, finished in natural beech, this range ts 
offered direct to the user at prices at least 30°, lower than those usually 
quoted for furniture of this quality, thereby effecting very substantial 
savings in capital outlay when planning the refurnishing of offices 


UNUSUAL! STRIKING! 


An extra large Roll Shutter A double pedestal Desk of Contemporary 
Cabinet (on left). 6 ft. high, Design (below). Size 5 ft. x 2 ft. 6 in., 
4 ft. wide, 18 in. deep. Shutter finished in Golden Beech. Each pedestal fitted 
rolls completely out of sight— four roomy drawers, all 

one half into the top, the automatic locking Extra £ | 18s 
other half into the base. Top heavy top 6 








half: 24 Compartments 10 in 
wide, 4} in. high. Two centre 
eye flaps. Bottom half 

itted one adjustable shelf. In 
Golden Beech 


£21 10s. 





Pen i aac 


and to complete the Range — 


A Single Pedestal Desk of original Roll Shutter Filing Cabinet 50 in 
and contemporary design, size high, 22} in wide, 15 in. deep 
4 ft. 6 in. x 2 ft. 6 in. In Natural Contains 18 compartments 10 in. 
Oak. Simple but effective “all wide, 44 in. high, 13 in deep. 
round "* shelf on right hand side. Ali enclosed by Locking Roll 
Four drawers, all automatic lock- Shutter. In Golden Beech 

ing. Extra heavy top, 1} in thick 


COMMERCIAL EQUIPMENT CO. (London) LTD. 329 Grays Inn Rd. W.C.2 - TERminus 9663 2! '6 
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Delivery free London area, elsewhere carr: extra at cost per Road Transport 
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MEANS 


Major industrial concerns have re-organized their production policy round 
a Kee Klamp Racking Installation.—Ask for our advice; it is freely available. 


GEO. H. GASCOIGNE CO. LTD. 


507 GASCOIGNE HOUSE, READING, BERKS 
Telephone: READING 54417 (3 lines) 
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MANLY 


new desk 
in oak by 





A desk to be entrenched behind; in rich 
natural oak, of solid weight and handsome 
proportions. To your right, three smoothly- 
running drawers, the lowest of filing depth. 
Left, four drawers. Both pedestals have 
dictation slides and an eighth drawer is housed 











5’ x 2’ Y top panelied in fine leathercloth, Designed by James W. Leonard F.S./.A. 
Natural finish oak veneer. 


above the fully-panelled kneehole. All top Please write for illustrated leaflet 

drawers lock; automatic locking throughout is Esavian Limited, Esavian Works, Stevenage, Herts. Tel: Stevenage 500 
available. This Esavian desk is firmly based 185 Tottenham Court Road, London, W.1. Tel: MUSeum 9772 
and has functionally simple brass drawer 101 Wellington Street, Glasgow, C.2. Tel: Central 2369 


pulls. A worthy piece in every way... 





Nothing rivals the Vauxhalls for value! 


. . . AND NOWHERE can you see and try the full 
range of Models better than at Capital Motors in 
London’s finest Vauxhall Showrooms. 

Dealing with Capital Motors means a friendly, personal 
service, designed to make buying your new Vauxhall the 
exciting and pleasurable occasion it ought always to be. 








* Any make of car Part-Exchanged 


NEW VAUXHALLS EVERY YE AR * Cash or terms, as you prefer 


Company Car Problems Solved! 


The Capital Annual Replacement Scheme and the 
brilliant Vauxhall Models together form a pro- 
position of unsurpassed value. The Scheme is 
designed to meet all needs, from one car to a 
thousand. For Fleet Operators buying and selling 
is simplified, and for all car-users there is the 
certainty of first-class motoring, fixed costs, 
and a minimum of time lost off the road. 













Write for brechure today. 


CAPITAL MOTOR CO. LTD. »* VAUXHALL, BEDFORD AND SCAMMELL DISTRIBUTORS 
Remington Street, City Road, LONDON, N.1—Te/. CLErkenwell 7456 
Tottenham Lane, Hornsey, LONDON, N.8 Te/. MOUntview 3451 
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: 
COPE-CHAT 
for typewriters Making Continuous Stationery work 
and tabulating with the maximum efficiency is a 
machines Cope-Chat speciality. Experienced staff 
are available to study your problems. Our 
advisory service is at your disposal free 
and without obligation — irrespective of 
the size of your organisation. 
The Cope-Chat 
Carbon Gate 
obviates the 
use of Contin- 
uous Carbons. 
7. 
ill 
in 
al 
he 
a THE 
; COPELAND-CHATTERSON 
[ co LTD 
London Office & Showrooms: GATEWAY HOUSE, 1 WATLING STREET, E.C.4. 
= Telephone: CITy 2284. 
— Registered Office & Works: STROUD, GLOS. 
a Branches at: Birmingham, Bristol, Cardiff, Glasgow, Leeds, Leicester, 
RS Liverpool, Manchester, Newcastle upon Tyne and Sheffield. 
Agent in Ireland: 8 Crowe Street, Dundalk. Agents throughout the World. 
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Continuous Stationery 












Pettys of Leeds are manufacturers ot 
Continuous Stationery as used with 
Mechanised Accounting and Electronic 
Computing Machines. We are also sole 
suppliers of the Econojet Typewriter 
Attachment which enables any standard 
typewriter to be utilised as a Continuous 
Stationery Billing Machine. 

For further details please write to 
Department B.M. 


PETTY AND SONS LIMITE 


Whitehall Printeries, Leeds !2 
Telephone: Leeds 3234! 


EXTRA SPACE - 
ON THESE LINES 









IM[OJE IL 


PUT YOUR STORES ON THE RIGHT LINES 

WIN MORE SPACE FOR PRODUCTION WITH 
SQUIRREL MOBILE SHELVING—THE NEW LOOK IN 

STORAGE EQUIPMENT 

Write for details of EG 

including HEAVY DUTY BSS 826 SHELVING 

MULTI-TIER RACKING WORKS PARTITIONING 


LIGHT INDUSTRIAL SHELVING 
SQUIRREL SHELVING INSTALLATIONS BY 


BAXTER FELL & Co. LTD. 


TOWER WORKS ° NORTHFLEET . KENT 
TELEPHONE GRAVESEND 4955 


HEAD OFFICE: IBEX HOUSE - MINORIES - LONDON, E.C 


TELEP’ 

ELEPHONE ROYAL 4577 MA 
° - _ 
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THIS BUSINESS OF TIME 


TIME is probably the most important item in industry today—and 
its efficient control and accurate recording is the BUSINESS of the 
International Time Equipment Division of IBM United Kingdom Ltd. 


The model 8500 series illustrated here is the 
quickest, mos efficient modern type of 

time recorder. With its speedy one-hand 
operation and direct-read time indication it provides 
time-card records for every size of staff. 





The Automatic Control of time schedules 

is being carried out in ever wider 

sections of industry with the IBM range of 
Programme Equipment, as shown here, originally 
designed for the automatic time control 





of signals in works 





For the recording of time on jobs the IBM 
Model 2500 series is ideal, as any number of On 
and Off registrations can be obtained, with 

any necessary details, on job cards of any shape 
or size, thus the system is extremely flexible. 





The revised booklet giving full details of the electrical 
operation of the above will be sent free on request, 
Quote Ref. J7C8-!. 














IBM UNITED KINGDOM LTD. — International Time Recording Division 
8 Berkeley Square, London, W.|. Telephone: MAYfair 2004 


And at Birmingham, Glasgow, Manchester, Leeds, Sheffield, Liverpool, Newcastle-upon-Tyne and Bristol 
FACTORIES: LONDON and GREENOCK 





INTERNATIONAL TIME EQUIPMENT 











INTERNATIONAL TIME RECORDERS DATA PROCESSING ELECTRIC TYPEWRITERS 
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By appointment to 
Her Majesty the Queen 
Suppliers of Dictograph Telephones 
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SOUTHAMPTON CHOOSE 
“DICTOMATIC” 


The County Borough of Southampton have recently installed 
in the Civic Centre a 300-line Dictomatic Telephone System. 
The Town Clerk, Mr. A. N. Schofield, is shown above using his 
Master Station which places him in direct contact with all 
other heads of departments and his Deputy at the flick of a 
key, whilst he can reach any other instrument on the system 
by using the Dictomatic dial. 

Southampton is one of 417 Local Government Offices who 
acknowledge the superiority of the Dictograph method of 
internal communication which provides for systems of 2 to 
2,000 instruments, the facilities of Amplified Loudspeech, 
Priority, Privacy and Illuminated indication of caller. 
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INTERNAL TELEPHONES ° STAFF LOCATION * INTERNAL BROADCASTING 

AUDIBLE TIME SIGNALS - OFFICE CLOCK SYSTEMS * MASTER CLOCK 

CONTROLLED TIME AND RECORD SYSTEMS WATCHMAN PATROL 
EQUIPMENT * FIRE ALARM * POCKET PAGING 


DICTOGRAPH TELEPHONES LTD 
200 ABBEY HOUSE, WESTMINSTER, S.W.1. ABBEY 5572-6 
27 Dictograph offices throughout the United Kingdom and Ireland 
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Why Not Invest in the 


‘Inside 


Sir. 

Your regular reports on the 
Executive Job Market (February 
issue) are starting at an opportune 
time. I shall watch with interest 
the results which they throw up- 
especially as regards the ratio of 
internal to external appointments. 

My own impression (as a job- 
hunter rather than a job-giver) is 
that the latter are much too 
common nowadays. To many 
firms, this method of filling vacan- 
cies is the easy way out. 

Of course, I know all the argu- 
ments about the value of bringing 
new blood into a business. But 
surely the inside man has special 
advantages which offset this. 

When an executive changes jobs 
in his thirties or forties, he is 
bound to toss away much of the 
knowledge and experience which 
he has built up. Can industry as 
a whole afford this sort of waste? 

There is also the more subtle 
drawback that an_ experienced 
manager may have got into certain 
habits of thinking and decision- 
making which are quite inappro- 
priate to the new set of business 
conditions into which a job-switch 
plunges him. This may have some 
quite unexpected disadvantages for 
his new employers! 

The answer, I feel, lies in the 
better use of management training 
facilities. These, at present, are 
being used almost exclusively by 
the big companies. Why shouldn't 
smaller firms follow suit? 

I appreciate the difficulties. But 
if a firm takes on an outside man, 
it cannot expect to get full value 
from him immediately ; there must 
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be a settling-in period to get the 
feel of the business—otherwise 
costly mistakes are likely. So why 
not invest a similar amount of 
money in sending an internal man 
on a good training course, or in 
giving him time to study different 
parts of his own business. 

One reason for the insistence on 
outside men is that top manage- 
ment often prefers to duck the 
diplomatic problems of making a 
choice between two or more of the 
men whom they already have. And, 
of course, the grass in the next 
field always looks greener! 

H. WRIGLEY. 
Winchmore Hill, 

London, N.21. 

(A case-history on page 72 of this 
issue describes a new experiment in 
grooming internal men for promo- 
tion to senior administrative posts 
—Editor.) 


The way to hold 
key executives 
Sir, 

I was interested to note that 
within a few days of each other, 
Richard Costain Ltd. introduced a 
staff shareholding scheme and 
Granada TV Network made avail- 
able 400,000 “A” Ordinary shares 
to executives and executive direc- 
tors. 

In Mr. R. R. Costain’s letter to 
shareholders he says “ the purpose 
of the scheme is to attract and 
retain the technical staff which 
form the middle management of 
the Group and are the most essen- 
tial ingredient for its prosperity 
and expansion.” And Mr. Sydney 


Bernstein told a meeting of 
Granada shareholders that there 
were perhaps 30 or 40 senior per- 
sonnel “ who must be given incen- 
tives as some reward for their 
efforts in getting Granada to the top 
of the poll as far as television pro- 
grammes are concerned. 

In both these companies, the 
dependence of the firm for its 
success on highly skilled and loyal 
teamwork by its executives is very 
obvious. In many other firms it is 
less obvious, because the organiza- 
tion and its products are more 
static. But I venture to predict that 
in future years, when industry and 
commerce are employing more and 
more professional and _ technical 
people on more advanced methods 
of production, distribution and 
administration, the Costain and 
Granada cases will be repeated 
again and again. Share schemes 
for executives will grow even more 
rapidly than share schemes for em- 
ployees generally. 

Those who heard Mr. Peter 
Drucker’s B.B.C. broadcasts last 
autumn will recall that he showed 
how the salaried middle class of 
executives and professional em- 
ployees is in America already 
larger than the operative working 
class. Moreover, it is expected to 
double its size in the next 17 years, 
while the working force remains 
static. A similar trend is observ- 
able in Britain. We are moving 
towards a society in which a new 
middle class, created by the educa- 
tional system and the needs of 
modern industry, will bring about 
a new fusion of the interests of 
capital and labour, because (a) they 
will be the largest and most active 
group, anc (b) they will be more 
and more widely introduced into 
shareholding schemes. 

GEORGE COPEMAN. 
Sanderstead, Surrey. 
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Containerization — 
Key to Cheaper 


Transport 


New developments cut handling and knit road, 


rail and sea services more closely. 


SET ee 


ONTAINERIZATION — 
C not a pretty word, but 
one that is going to mean 
a great deal to the man with goods 
to move. It sums up a variety of 
efforts to make faster and cheaper 
the transportation of goods by 
land, sea and air. 

The first step was taken many 
years ago with the development of 
the pallet—the simple trestle which 
enables a load of small packages to 
be moved as a unit. Many of the 
new ideas are developments of this 
theme. Perhaps the greatest future 
lies with those that speed up tran- 
shipment between road and rail, 
road and ship, and road and air- 
craft. 

All have this in common: their 
aim is to make the utmost use of 
the transport vehicle by reducing 
to a minimum the time taken for 
loading and unloading. Thus the 
vehicle is freed for its intended 
purpose of moving goods from 
place to place. 


Here is a report on some of the 


———————— 


fa 


new developments that are taking 
place in this field. 


Road 
Detachable vehicle deck. The 
latest method of unloading a fully- 
laden lorry is to slide the load off 
on a moving deck. The lorry’s 
platform becomes, in effect, a giant 
pallet. 

This idea—the Cargon system— 


by William Guthrie 


was born in New Zealand. There 
it is used in aircraft which ferry a 
vast amount of traffic between the 
North and South Islands. It has 
been developed in this country by 
Fisher and Ludlow. 

Using this system, tons of goods 
can be loaded and unloaded in 
seconds without the use of fork -lift 
trucks or cranes. Here is how it 
works. The vehicle's platform has 
a guide rail at each side. Special 
























steel decks with  easy-running 
wheels, roll on and off the lorry in 
these. 

Empty decks—or Cargons—are 
held in the warehouse or at the 
end of the production line while 
vehicles are out delivering. When 
a vehicle returns, its empty Cargon 
is rolled off and a loaded one rolled 
on. One operator can manhandle 
a three-ton load. For heavier 
loads, there is a cable-winding 
system. 

Almost any vehicle with a flat 
floor can be used. A jacking device 
brings the vehicle deck level with 
the loading bay. Among the sys- 
tem's advantages are: 
—More work from fewer vehicles. 
—More work from less labour 

-Fewer breakages. 


Roll-up containers. Return 
‘empties’ are notoriously spac: 
wasting and various packag’ 
experts have devised fold-flat c 
tainers. A revolutionary develo” 
ment is the Portolite tank, a coal 
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fabric bag for liquids or powders 
which rolls up almost like a tar- 
paulin when empty. 

When full, these tanks can be 
strapped to the platform of a lorry 
or van. They are suitable for 
liquids like petrol, oil, alcohol, 
fruit juices and detergents; also 
they can be used on-site as storage 
tanks. Though their capacity is 
about 800 gallons, their weight 
empty is only 74lb. 


Rail 

In future, the railways will co 
operate with road transport. The 
idea that the haulage services are 
natural enemies is now being 
abandoned 

As the railways lose their trad 
tional back-bone freights like coal 
they will turn increasingly to the 
treights now partly of wholly 
carried by road transport. in many 
ways they will offer a complemen 


tary. not competitive. service 
The weaknesses of the railways 
owe largely concerned wath tran 
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No ‘returned empties’ 


shipment between rail and road 
Two major developments will help 
to improve this. 
Piggybacks. These containers-on- 
wheels started in the U.S.A. several 
years ago. Lorries and (as a rule) 
trailers are driven to a goods yard, 
then hauled up a ramp on to flat 
wagons, where the road wheels are 
shackled. When the piggyback 
reaches the railhead nearest its des 
tination, it is collected by another 
driver 

The idea is catching on in 
Germany. where the driver often 
travels in another part of the tram 
In Britain, Guinness were among 
the first to realize the advantages 
of this method, which combines the 
long-distance economy of a heavy 
goods train with the door-to-door 
convemence of road transport 

Under specal arrangements 
trailers are often returned free to 


the customers premedcs 

A Brith Reltleeys vereton of 
the piepvteck «@ the Treged -« 
wecmlly Geugned vehele wh « 


problem 


with these flexible tanks. 


They roll up like a tarpaulin 


and weigh only about 74lb 


24ft. platform body in three sec 
tions. An outsize fork-truck lifts 
any or all of these sections, with or 
without load, on to a wagon. Each 
section can be removed or added to 
This means that a load can be made 
up or broken down at different 
places along the route with a mini 
mum of handling. Only the special 
fork-truck is required 
Look —no cranes. The Penman 
ramp is a simple but ingenious 
device for transferring contaimers 
between rail and road vehicles 
Wagons or trailers carrying 
containers are shunted between « 
device like the handrail of a 
bridge. with sloping ends Lugs 
projecting from the corners of the 
contamers engage the sloping ends 
and ride up the “ handrails 1) the 
contamer o tree of the welual 
Then vehwle tacks @ 
reverses the prowews and the trans 
ter * Comngptete 
the relies, 
road oemded a 


three 
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Ouick turn-round of the vehicle frees it for its real job moving goods 
from place to place. Then it is worth investing in better transport 


Pigeybacks are not only for liquids or for the larger firms. British Rail- 
ways hire single trailers painted in customers’ liveries. Return of the empty 
trailer is free 








‘pacts’ between it and big haulage 
concerns, like the pacts that 
operate in America 


Sea 

Delays between dock and hold 
are a byword. The problem seems 
intractable because it is largely a 
human one. Dockers, because of 
the industry's long tradition of 
labour insecurity, tend to oppose 
any attempt at large-scale mechan 
ization ; and if they do not oppose 
it outright, they generally impose 
conditions (like the ‘standard gang’) 
which are designed to safeguard 
their earnings, but result in 
uneconomic use of the new equip 
ment 

No wonder businessmen, think 
ing of frustrated exports lying 
on wharves for days and often 
weeks on end, long for an appli 
cation of work study and other 
techniques accepted by manufac 
turing industry. But despite the 
problems, some ports and shipping 
lines have successfully introduced 
mechanized loading, using con 
tainers 

This is where the trend towards 
containers may eventually find its 
most important applications. Any 
thing that will get a ship out of 
port one tide earlier is welcomed 
Port dues are saved, and a ship 
costing up to millions of pounds ts 
given more time in which to earn 
its keep. At present, it is estimated 
that the average ocean-going cargo 
ship spends only 45 days out ot 
100 at sea 


One service replaces two. In the 
past year or so, two Scandinavian 
shipping lines have speeded up 
their services to British ports by 
using containers and  fork-lift 
trucks. Bergen Line ships do the 
round trip in half the time 
previously required. The Swedish 
Lloyd Company have replaced a 
service requiring two ships with 
another requiring one 

Container ships. Because of the 
rate at which industry is moving 
to Northern Ireland, two special 
‘container ships,” unique in_ this 
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country, were launched on_ the 
Heysham-Belfast route last year by 


British Railways 


They were the Container Enter- 
prise and the Container Venturer. 
Their 
study 


design was evolved after 


of foreign operators’ 
Bridge and funnel are 
Deck 


from bridge to forecastle 


experience 


at the stern space is clear 
There are 
Special large sliding 
be 


in position 


no derricks 


hatches allow containers to 
lifted and laid directly 
Special 


both ports to deal with the con 


cranes were installed at 


tainers 


The same sort of idea 
neered by Pan Atlantic Steamship 
their U.S.-Caribbean trade. It 


was so successful that Grace Lines 


was plo 
on 


are building three special ships for 


their New York-Caribbean run 
At least four other lines are 
interested. The essential points of 


Transhipment between the 
main line and the road 

is one of the railways biggest 
weaknesses. This is a new way 
of speeding it up. 

Containers are pushed up the 
ramp, the projecting lugs 

on the containers causing them 
to rise off the wagon. 

The new vehicle backs in 

and the transfer is completed. 
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all these ships are: special cranes 
large hatches, and holds designed 
to take containers in tiers 

Floating sausages. Plastic and 
rubber by 
barges, may revolutionize the trans 
port by water of bulk liquid and 
powders going 
various countries, including Britain 
The 
system would make possible spec 


bags, towed ships or 


Trials are on in 


and Germany use of this 
tacular reductions in freight 

The *‘ Dracone’ (Greek for ser 
pent) is sponsored by the National 
and 


Research Development Cor 


poration. It is a nylon bag coated 
with rubber, designed as a towing 
and tank 
Dracone, measuring 100ft. long by 
Sft. in containing 
10,000 gallons (about 40 tons) of 


kerosene, 


portable for oil. One 


diameter, and 


underwent successful 


trials in Southampton Water last 
knots by a 


year. Towed at 54 





















launch, it rode smoothly through 
the water, yielding to the waves 
and flexing to the wakes of passing 
ships. It kinks smoothly to turn in 
a length much less than its own 
Snaking and yawing are prevented 

Its advantages are attractive. A 
300ft 1Sft. in 


carries gallons 


Dracone long by 
270,000 


Yet its own weight is 


diameter 
(1,080 tons) 
only eight tons and its maximum 
draught 12ft. Empty, it is wound 
on a reel and easily transported 
It is repaired like a tyre 

Fire, collision 


explosion and 


risks are low. Two or more can be 
towed behind one ship. Costs are 
about half that of an equivalent 
Dracones across 
the Polar 
are commercially feasible 


Similar 


barge. Trains of 


the oceans or under Ice 
developments the 
Israeli ‘ Dagit,’ towable at 22 knots 


are 


because of its steel nose-cap; and 
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Can We Afford 
This Penalty 
on Success ? 


Many children of ‘ better off’ parents are being denied university 
training because of the means test rules governing maintenance grants. 
This report is based on evidence sent to the Anderson Committee on 
Grants by the Industrial Management Research Association. 


IT is ironical as well as regrettable 
that the successful professional 
or businessman is often penalized— 
because of his success—when he 
tries to start his children on the 
same road. 

Here, in fact, is a problem of 
growing importance to the nation 
and to the individual. British 
industry needs more university- 
trained managers, scientists and 
technicians. There is statistical 
evidence that the families of men 
in the middle and high income 
groups contain a relatively larger 
proportion of the boys who could 
really benefit from university 
training. Yet it is these men who 
are finding it increasingly difficult 
to give their sons the standard of 
education which in many cases 
they enjoyed themselves. 

Unchecked, this would eventually 
produce a fantastic situation. Is 
good education to be available to 
the children of the more able 
parents only in alternate genera- 
tions? 


7 


The villain 
In fact, there are 


Three-fold ‘ squeeze.’ 
of the piece? 
three villains. 

The first is the inability of 
executive salaries to keep pace with 
inflation. Since 1939 the value of 
the £ has been reduced to one- 
third. But the salaries paid for 
executive jobs—especially in the 
higher grades—have by no means 
trebled. 

The second is taxation. While 
vainly chasing inflation, the earn- 
ings of more and more executives 
and professional men have moved 
beyond the 40-year-old surtax level 
of £2,000. Yet the allowance for 
a child over 16 is still only £64 per 
annum. 

The third is the application of a 
means test to the grants made by 
local education authorities or the 
State to university and technical 
college students. 

So altogether there is a three-fold 
squeeze on the executive who 
wishes to give his children the best 
possible education. 


To measure its effect precisely is 
impossible. But recent investiga- 
gations have produced evidence 
that approximately 2,000 children 


are debarred from _ university 
because their parents, although 
nominally in the ‘better off’ 


groups, cannot afford to send them 
there. They include a significant 
percentage of the best school- 
leavers. 

At the same time many business 
men who do send their children 
to universities are being subjected, 
as a result, to serious financial 
worry—which is hardly calculated 
to increase their working efficiency 

The worst victim is the man who 
earns £1,500 or more per annum, 
and has two or more older children. 

On the basis of Inland Revenue 
figures there are at least 50,000 
children of university age whose 
parents fall into this category. It 
is they who are inadequately repre- 
sented at universities. 


Penalty on success. The trouble 
with levelling-off processes is that 
they almost invariably go too far. 
Changes in our educational system 
were designed to extend oppor- 
tunities to intelligent children of 
families which had been deprived 
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of them in the past. Unfortunately 
they are creating a new * deprived’ 
class. The children of managers 
are often worse off in this respect 
than the children of unskilled 
workers. 

It is sometimes claimed that the 
number of students in universities 
is roughly equal to the number of 
young people who are mentally 
equipped to benefit from university 
education. But it would be naive 
to assume, because of _ this 
numerical balance, that universities 
invariably get the right material. 

Employers who grumble about 
the quality of present-day 
graduates will readily accept the 
idea that an inverted * income bias’ 
has serious effects on the selection 
process. 


some 


Admittedly there are many young 
people who do well without going 
to a university. But some of them, 
at least, would do even better if 
they had had a chance to go. So 
the nation is missing something. 


What can be done? One relief 
would be to raise the surtax level 
and generally put executives and 
professional men in a better finan- 
cial position. But this would not 
touch the £1,500-a-year man. In 
any case it seems improbable that 
the Government, at this stage of its 
political iife, will abolish all tax 
anomalies in the higher income 
groups. 

Another relief—now under inves- 
tigation by a Ministry of Education 
committee—would be to make 
changes in the conditions on which 
grants are made. 

The means test has been a bone 


of contention 
produces 


for some time. It 
the anomaly that the 
higher-income parents have to pay 
individually for the use of educa- 
tion services to which, through 
taxation, they have already contri- 
buted heavily. 

State scholarship grants depend 
on the net income of the student's 
parents. Local education authori- 
ties are expected to follow the 
recommendations issued, at three- 
year intervals, by the Ministry of 
Education. The main causes of 
dissatisfaction are: 
1—The grants are often smaller 
than those given in other ways 
for example, through industrial 
scholarships. 

Despite the Ministry's guidance, 
they still vary in amount from 
authority to authority. 
3—Different authorities insist on 

different standards of proficiency 

in the students to whom grants 
are made. 


tv 


Above all, there are complaints 
that although the income scales 
take account of fixed commitments 
(such as mortgage repayments and 
the number of dependants) they do 
not take account of the different 
standard of living which a person 
in the higher income group must 
strive to maintain. 

A businessman may be able to 
afford to send one child to univer- 
sity. But if he has two or more 
children, sending all of them may 
be out of the question 
favouritism, he may 
sending none. 

Lack of standardization in the 
amount of local education authority 
grants has another potential danger 


so, to avoid 
end up by 


How the Means Test Works 





Grants are reduced by (£14 for every £100 by which parents’ net 
income exceeds £525. Net income is arrived at after deducting: 
C170 for each dependent child; allowances up to £350 for educa- 
tion and professional training; and fixed payments like mortgage 
and superannuation contributions. 
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Some areas are better than others 
This may, in effect, put a restric 
tion on an executive’s * mobility ’ 

he may turn down a new job in 
an area where the problems of 
educating his family would be 
intensified. 


Industry acts. Large industrial 
firms have become increasingly per 
turbed by the situation. Their 
representatives have discussed it 
many times during the past few 
years. 

As a_ result, a considerable 
number of endowment, bursary 
and scholarship schemes have been 
set up for the purpose of sending 
children of employees to uni- 
versities, or of sending promising 
staff to universities. 

Endowment schemes have limita 
tions. A young man who set aside 
£1,000 in 1940, confidently expect- 
ing that it would see a _ child 
through university, may now find 
that twice as much is_ needed. 
What rate of inflation should the 
young father of 1959 allow for? 

Industrial scholarship schemes, 
on the other hand, put through 
university many of the young 
people who might otherwise have 
been denied the opportunity. One 
large company with about 160 
apprentices at various universities 
reports that 38 of them would not 
have got there without this aid 
But should industry be left to play 
this role on such a large scale? 

The situation is worsening. The 
children of many of the men who 
have joined the executive and pro 
fessional ranks since the war are 
still in their teens. The problems 
of the parents are likely to reach 
a peak in between five and 10 
years’ time. 

Some people believe that a fair 
solution would be to abolish the 
means test altogether but add the 
value of the scholarship to the 
parents’ income for the purpose of 
income and surtax. This is a con 
tentious point. Even if it eliminated 
one problem, it would only make 
the present taxation position even 


more anomalous. END 
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anagement 
Training — 
New Way 


by Peter Spooner 


Group dynamics, psychological tests, 
intensive job-rotation ... These 

are some of the methods used by 
an engineering firm to develop their 


‘next generation’ of senior executives. 





OR two weeks a group of 
young executives lived in 
an isolated house on Salis 

bury Plain, studying and discussing 
their own behaviour. It was the 
start of a 15-month course which 
is deliberately breaking away from 


many of the time-honoured prac 
tices of management training 

Sixteen executives are taking part 
in it. All of them are technical 
men. They have been carefully 
selected, by psychological testing 
and other methods, from about 85 
volunteers; and the purpose of their 
intensive training is to prepare them 
for promotion to administrative 
posts in an expanding organization 

The course is being run by 
Simon-Carves Ltd., Stockport—one 
of the parent companies of the old 
established Simon Engineering 
Group, which is now making 
notable advances into such new 
fields as the design and construction 
of nuclear power stations 

The company’s interest in 
management training has largely 
developed since the war. At the 
beginning, their methods were con 
ventional. Small batches of arts 
graduates and accountants were 
taken on as trainees and ‘ rotated ’ 
through various departments. The 
arts men especially had a little 
difficulty in finding their feet in 
such a highly technical organiz 
ation; but the venture was reason 
ably successful 

In addition, a few ‘crown 
princes’ were developed individ 
ually; and for other executives there 
was a rather desultory use of 
outside training courses 

Meanwhile, the organization was 
growing continuously, thus creating 
more vacancies for experienced and 
capable men. As _ the business 
expanded into new fields, its com 
mercial side became increasingly 
complex, and it was often necessary 
to bring in specialists at relatively 
high levels. 

So, in 1951, Simon-Carves began 
to formulate a more definite 
management training policy. They 
suspected that many of the widely 
accepted methods were ineffective 
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A new approach was wanted—an 
approach based on a thorough re- 
examination of their needs. At the 
same time, they appreciated that 
there was little merit in trying to 
be ‘ different ° unless they also tried 
to measure the results of this. 

Although an investigation was 
put in hand immediately, it was not 
until the middle of last year that 
Simon-Carves launched the first of 
their new management courses. 

One reason for this delay is that 
the training department deliber- 
ately held its fire until the execu- 
tive staff problem arising from the 
growth of the organization had 
brought home to departmental 
heads the need for something dif- 
ferent. 

There is a strong element of 
unconventionality in the personnel 
methods of Simon-Carves. Three 
of the 14 personnel officers are 
qualified psychologists and practise 
psychology in their day-to-day 
work. Also, the company think that 
research is one of the natural 
functions of a busy personnel 
department—as long as it is geared 
to the sorts of projects which are 
likely to produce tangible benefits. 

That is why they are now pro- 
viding the rare spectacle of a British 
firm carrying out controlled 
research into the problems of 
developing executive talent. 


How the men 
were chosen 


Ten of the executives on the first 
course are employed by Simon- 
Carves; the remainder by other 
members of the group. 

Their ages range from 27 to 44. 
All of them are connected with 
design and drawing office work. For 
Simon-Carves this is a key activity; 
about one-third of the employees 


at their Stockport H.Q. are 
draughtsmen. 
The trainees include projects 


engineers, design engineers, section 
leader draughtsmen, an estimator, 
a planning engineer and an operat- 
ing engineer. Each has had at least 
five years with the company. In 
this respect the group differs funda- 
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Measuring the Improvement 





To try to evaluate the effectiveness of the group dynamics 
seminar, Simon-Carves used an ‘ attitude scale.’ 


The executives were given a set of statements on human 
relations matters, and asked to say whether they strongly 
agreed, agreed, were uncertain, disagreed, or strongly 
disagreed. ‘incorrect’ answers represented either one or two 


errors. 


The test was given about three months before the seminar 
took place, and repeated immediately afterwards. It was 
also given to a ‘ control’ group, consisting of men of similar 


status and education. 


Results showed that the experience gained during the 
seminar had produced improved attitudes in a group which 
was already good in this respect. 


mentally from a typical batch of 
management trainees. 

The Simon-Carves men were not 
nominated by their superiors. All 
executives with the minimum ser- 
vice and technical qualifications 
had a chance to apply. 

The selection procedure involved 
a battery of psychological tests, 
covering such qualities as: 
—Non-verbal intelligence. 

Verbal fluency. 

Spatial ability (which can be 

defined, rather loosely, the 

ability of an engineer to visualize 

things in 3-D). 

Arithmetic ability. 

Neuroticism. 

The last of these may cause a 
few eyebrows to rise, since it 
seems blandly to assume that * being 
neurotic’ is per se an impediment 
to executive proficiency. In fact, 
Simon-Carves emphasize that no 
attempt was made to forecast long- 
term developments in character. 
The object was simply to weed out 


as 


candidates who were so close to 
breakdown-point that they were 
unlikely to survive the deliberately 
gruelling activities of the next 15 
months. 

To supplement the battery of 
tests, each candidate was indepen- 
dently interviewed by the directors 
of departments (neither of 
them his own) and one of the 
psychologists on the personnel side. 
The interviewers were given an 
indication of the candidate's test 
results and also copies of his most 
recent staff report. 

Every day each interviewer 
a batch of six candidates 
placed them in rank order. But 
the candidates were shuffled so that 
each interviewer saw them in dif- 
ferent batches. At the end of the 
interviewing period, the three sets 
of rankings were converted by 
statistical methods into  points- 
values, and then averaged. 

The candidates were also given 
a medical examination. 

The course began about eight 


two 


saw 
and 
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weeks after the selection of candi- 
dates. This gave departmental heads 
a chance to arrange replacements 
for the men who were being pulled 
out of the line. 


Two weeks 
in isolation 


The first stage was a two-week 
experiment in group dynamics. 
Deciding that it was desirable to 
get right away from the company’s 
offices, the training department took 
over a country house in the middle 
of Salisbury Plain. 

Group dynamics is one of the 
new training methods which is more 
often talked about than used. In 
some businessmen it arouses scep- 
ticism and even antagonism; others 
dismiss it as a sort of cult. 

This is partly due to the fact that 
people who have attended a group 
dynamics seminar are inclined to 
say that the idea cannot be 
explained, but only ‘* experienced.’ 
There is also a tendency to wrap it 
in the heavy jargon of pyscho- 
analysis. 

In fact the purpose, if not the 
procedure, can be stated in a few 
words. Basically it is a method of 
studying the way in which a group 
‘forms’ when a batch of people 
are suddenly put together. 

Psychologists believe that, in 
forming, all groups go through 
broadly similar phases. Therefore 
it is argued that if a person of 
executive status consciously studies 
this process, he will be better 
equipped to understand the work- 
ings of groups for which he is 
responsible. This may help him 
to resolve personality clashes; to 
improve communications; and, 
above all, to use his qualities of 
leadership to get better work out of 
the groups. 

Simon-Carves are the first British 
firm to hold this type of seminar. 
Their methods are based on a pro- 
gramme evolved at the National 
Laboratories in Group Relations, 
Bethel, Maine, USA, and also on 
an experiment by the Tavistock 
Institute of Human Relations. 

At the initial briefing the execu- 
tives were told in effect: “ We are 
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here to study the formation of a 
group. Now go and watch your- 
selves!” 

They talked and worked, as well 
as watched. After a short time, 
they tumbled to the advantages of 
setting themselves definite projects. 

Every morning, the executives 
met for a ‘ feedback session” (it is 
difficult to avoid this sort of 
jargon!) at which there were pro- 
gress reports on the activities and 
discussions of the previous day. 
As each phase of group-formation 
was identified, attempts were made 
to explain and test it. 

For example, one experiment 
rather on the lines of an old party 
game—was designed to show how 
accuracy suffers when verbal 
information is transmitted from 
person to person. The trainees had 
to pass down the line a description 
of a Giles cartoon, to see how 
many of the original points sur 
vived each stage of repetition. 

Other experiments demonstrated 
such fundamentals of communica- 
tion, group activity and produc 
tivity as: 

Communication is necessary for 

high productivity. 

A light penalty may have an 

incentive effect, but if increased 

it may lead to the disorganization 
of a group 

Pressure of time may tend to 

affect group organization and 

hence productivity. 

A group will tend to reach 

decisions representing the average 

of the range of views held by its 
members. 

In the course of these experiments 
the executive trainees had to fill a 
vacancy for an imaginary ‘ debunk- 
ing manager °; solve what appeared 
on the surface to be conventional 


brain-teasers; build cubes from 
coloured pieces of wood and 
plasticine; unscramble jumbled 


sentences; and devise methods of 
getting table-tennis balls out of a 
box with the minimum effort. 

A significant feature of the 
seminar was the way in which the 
men worked, disregarding meal- 
breaks and even asking whether 


they could carry on through the 
week-ends. This suggests that 
executives who began as sceptics 
ended up with a rather different 
opinion. 


Classroom 
training 

After Salisbury Plain, the trainees 
returned to Stockport. 

For one week they attended a 
specially arranged course in report 
writing and other communication 
techniques at Manchester Univer 
sity. Then they spent three weeks 


in Simon-Carves’ own training 
school 

This was devoted to the study 
of basic management subjects 
There were sessions on current 
research into decision making: 


work study; 
omics; business law; 
trainees’ own 


interviewing 


accounting; econ 
and, at the 
request, employee 


The training techniques included 
informal group discussion, role 
playing and drawn 
from the company’s own experience 


case-studies 


and in some cases recorded on tape 
Little use was made of lectures; 
Simon-Carves are, in principle. 
against this method of instruction 
But one exception was a series of 
talks by departmental heads on the 
work and prospects of their depart 
ments 

The pace was hot. Simon-Carves 
believe that it is wrong to expect 
high-calibre men to work at a 
leisurely pace. Instead, their aim 
was to set more tasks than the 
trainees could cope with. 

Private reading included a well 
known British book on manage 
ment (which the trainees were 
invited to tear to pieces); Peter 
Drucker’s “ Practice of Manage 
ment (which they had more dif 
ficulty in tearing to pieces); and 
“The Organization Man ™ (simply 
to make them think). 

Gaining commercial 
experience 

The next phase of the training 
programme was a_ three-month 
period of ‘rotation’ in the com- 
mercial offices of different depart- 
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A simple system of filing cheques and receipts dispenses 


with ledger accounts and makes bank reconciliations easy. 


Receipts Traced in 


Less than a Minute 


by H. B. Stretton 


ONTHLY bank _ssirecon- 
ciliations with hundreds of 
cheques oustanding at any 


one time used to be formidable 
operations for Thompson Bros. 
Ltd., fruit and vegetable auc- 
tioneers, Wellington, New Zea- 
land. Another administrative 
problem was the constant need 
for quick evidence of payment to 
satisfy growers who might com- 
plain that a cheque for a certain 
consignment had not been sent. 

A simple system to meet both 
requirements has been evolved and 
is working with great success. 

As few of the growers have 
office facilities and formal records, 
complaints that payment has not 
been received for a_ particular 
consignment are not uncommon. 
Under the new system, quick 
location of the actual cheque and 
display of the signature thereon 
not only answers the complaint 
promptly but inspires confidence 
in the firm. 

The monthly bank reconcilia- 
tion, with a multitude of cheques 
outstanding, is now just a matter 
of routine. 

Here is how the system works: 
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Consignments are received from 
a large number of growers, many 
of whom might only be heard 
from once or twice a year. Ledger 
accounts are therefore dispensed 
with. Advice of sale is issued 
daily, but cheques weekly. 

Five operations are carried out: 


1—Account sales are divided 
according to defined growing areas 
and two or more account sales for 
one grower are put together and 
the net amounts totalled. An 
analysis of the account sales is then 
made. 

2—-A cheque is made out to each 
grower and a carbon copy taken. 
Although continuous stationery and 
typewriters could be used for this 
operation, Thompson Bros. prefer 
to use books of five cheques to a 
page with a yellow copy~s sheet 
bound in alternately. Cheques 
are hand-written with a sheet of 
carbon copy. There are no 
cheque butts. The yellow sheet is 
already numbered to correspond 
with the cheque numbers and is 
designed 4in. wider than the page 
of cheques above it. 


3—The cheques for the week are 


attached to the account sales and 
sent to the appropriate executives 
for signature. The yellow copies 
are torn off and totalled to agree 
with the account sales analysis. 


4—These copies are then placed 
upright on edge, in special cabinets 
with shallow drawers which are the 
same height as the cheques but 
3in. wider. They are positioned 
to touch the right-hand side of the 
drawer. 


5—Paid cheques are returned by 
the bank daily and when received 
are filed individually in the cabinet 
in place of the appropriate carbon 
copy, which is then filed separately 
The paid cheque, however, is 
inserted so as to touch the left- 
hand side of the drawer but still 
be within the pile. 

The numerical sequence, repre- 
senting either paid or unpaid 
cheques is thus maintained. At the 
end of the month, then, the paid 
cheques are found in a column on 
the left-hand side of each drawer 
and the unpaid cheques are denoted 
by the yellow copy protruding three 
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‘The Executive Life’ Supplement 





Executives Work 


in Style and Comfort 





What does an executive look for in the design and furnishing of his office? 
The sort of opulence which impresses clients and boosts his own morale? 


Or a functional approach which enables him to organize his work more smoothly? 


Whatever he wants he can have. Design consultants and 
custom-built furniture manufacturers are ready to translate his fancy 


into fact — or even to start by helping him to make up his mind. 


These pictures show some of their recent contributions to 


better executive living and working. 





CUSTOM-BUILT DESK 

When A. Upjohn of England built new offices at Crawley, Hille of London collaborated with 

the architect in producing attractive interiors. Showpiece of the managing director's office is 

the ‘L’-shaped mahogany ‘desk,’ which brings everything within easy reach of the swivel 
chairs. Double windows give sound and heat insulation. 
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TRADITION 

is the keynote of the 
managing director's office at 
the Sussex Mutual Building 
Society, Hove. Heal's 
Contracts helped him to 
choose designs appropriate 
to the charming Regency 
building. Fluted panelling in 
pine contrasts tastefully 

with chimney breast. Striped 
Tabourette—iit from strip 
lighting concealed in 
acoustic tile ceiling—com- 
pletely curtains the graceful 
bow windowed wall. 

Walls are painted soft grey- 
green. 











INTEGRATED FUNCTIONS 


T.H.M. Partners turned an old warehouse into executive 


offices and a reception area at W. H. Smith & Sons’ head office 

Secretaries sit ‘on guard’ (above, right) ovtside executive offices 

Ceiling is coffered to absorb sound. Executives can interview 

clients in spacious surroundings. Buyers can discuss firm's 

goods with these ready to hand. Secretaries remain within 

3 eflective call. Inside the executive offices (above, left) tables replace 


the usual desks, leaving plenty of room for conferences. 


Sse i 


Personal papers fit easily into the storage unit. No files to 





clutter the table—they are kept by secretary. Secretaries’ 





4 desks run in line (right) outside the executive offices. Each has a 
‘ filing cabinet and built-in heating panel 
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WON'T DATE 

Gerrard and Reid, City discount brokers, moved into newly-built 
offices decorated by Trollope & Son. The chairman wanted period 
style furnishing that would not date. Result is this office with wall 
panelling in yellow pine, dark Minster green carpet, mahogany desk 
with red hide top, and matching reproduction chairs. Unused space 
over staircase head at left was turned into ‘ minstrel’s gallery’ 11 


contains a small table, chairs and cocktail cabinet for entertaining. 





EXECUTIVE AND TECHNICAL 
The technical director of the Wes: Indies Sugar Company asked 
T.H.M. Partners to produce an attractive office for consulting 
with colleagues and for design work. Ugly projecting beams on 
walls were concealed by Nigerian walnut panelling. On one 
wall sliding doors give access to bookshelves and horizontal 
filing system—on the other to a fold-away draughtsman’s table. 
Heating is by steam coil in the suspended ceiling. Colour scheme 

is in restful pale-green and grey. 





BLEMISH INTO ASSET 

This director's office at G. R. Cooper 
(Oxford) Ltd. overlooks the roof through 
french windows which stop a foot or 

so from floor level. When Catesbys 
Contracts modernized the building, they 
turned this into an attractive feature. 

The trick was to build a walnut window 
box in front of it, flanked by a built-in 
radiator on the left and built-in cupboard 





on the right. The furniture—also 
walnut—is set off by beige hide coverings, 
grey carpet and walls, and yellow 
curtains. A plan-chest, fitted wardrobe 
and cupboard are built into the right 

hand wall, heightening the effect of 
spaciousness in this 20ft. by 20ft. 


room. Ceiling is acoustic-tiled. 
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STRUCTURAL ECONOMY 
Presented by Hille of London 
at the Ideal Home Exhibition 


this design is for a combined 








office and interviewing room. But 






some people feel lost working 






in one corner of a large space 






so the two areas are divided 






by Georgian wired glass 






Psychologically this satisfies the 






need for a partition without 








the need to introduce a more 


solid ‘wall. Besides heightening 







the feeling of spaciousness, 
this idea is adaptable. Should 


reorganization become necessary 








the screen can easily be 





moved without damage to floor 


wall or ceiling 





HOME-FROM-HOMI 


The vice-chairman of John Hobson Partners—an 























advertising firm—has frequent consultations with his 
ideas men and clients Informality helps, so 
Edgeley's Contracts Lid. designed this * homely 

office (below). The long table against the window 
serves as a desk for routine paperwork. Within easy 
reach is a cabinet with built-in dictating machine and 
telephones, and space for reference books The 
cabinet below it contains a television set and a 
cocktail cabinet. Colour scheme consists of warm 
browns, red and soft erey, with white walls and 

ceilings THREE-IN-ONE * 
Knoll International created this senior execu- 
tive office at the Rockefeller Institute, New 
York. Desk is in the foreground. Informal 
interviewing takes place at low, marble-topped 
table on the right. In the background are 
boardroom table and chairs, bookcase, storage 
space and cocktail cabinet. Full-length gauze 
curtains soften light from the windows. 
Colours again play an important part. 
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First results of a new survey 


How Holiday Policies 


Are Changing 





URING the 
decade there were big 


post-war 


changes in the _ holiday 
practices of British firms. Mostly 
these were concerned with bringing 
manual workers into line with staff. 
By 1954 it was estimated* that 
at least nine out of ten firms were 
giving their hourly-paid employees 
two weeks’ paid holiday—usually 
in conformity with trade union 
agreements. Yet comparatively few 
of them had tried to maintain 
the status quo by giving similar 
increases to weekly- and monthly- 
paid staff. 
In at least eight firms out of ten 


the standard two-week period 


* These figures are based on an I.W.S 
Survey circulated to members in 1954. It 
covered 226 firms, and had a distinct bias 
towards the engineering industry 


The gap between staff and 


manual workers narrowed 


after the war. 


Now it is widening again 


applied to weekly-paid employees. 
Even monthly _ staff — including 
senior executives—had only a 
50-50 chance of getting more. 

Since then the situation has 
changed again. 

Manual workers have, of course, 
consolidated their position. Today, 
hardly any of them get less than 
two weeks. For most, the mini- 
mum (allowing for the widespread 
adoption of the five-day week) is 
16 days, including Bank holidays. 
Moreover, one-third of them are 
employed by firms which grant 
additional paid leave in recognition 
of long service. 

At the same time the white- 
collar worker seems to have won 
back some of the differential which 
existed in the days when staff 
‘ privileges ’ were taken for granted. 


A new Industrial Welfare Society 
survey, due for publication late this 
month, analyses the holiday prac 
tices of 379 firms, employing a total 
of 885,181 people and representing 
a fairly good cross-section of 
British industry. In 40 per cent of 
these the two-week standard holi 
day, sometimes with additions for 
long service, applies equally to all 
grades. But in the remaining 60 
per cent, staff employees get prefer 
ential treatment: either three 
weeks’ holiday at the start, or a 
system of graded ‘long-service ° 
increases which enables them to 
pull ahead after a short time 

Other changes have taken place 
since 1954. There is evidence that: 

pFewer firms give additional 
holidays to employees attending 
Territorial Army camps (although 
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a greater percentage of those who 
do so give full pay as well). 

pThe idea of a complete shut- 
down is losing favour. But more 
firms are closing their factory for 
two weeks while allowing ‘com- 
mercial’ employees to 
their holidays — creating, in effect, 
another differential between staff 
and manual workers 


stagger 


The 379 firms which participated 
in the survey were self-selected: 
they voluntarily completed a 
questionnaire circulated with an 
1.W.S. Members’ Bulletin. 
of this, it may be argued that the 
sample includes an unduly heavy 
proportion of firms which can be 


Because 


regarded as the pace-makers in 
‘good employment ’ policies. If so, 
the survey results provide not only 
a check-list for other employers 
but also an indicator to future 


developments 


Here are some of its main find 


ings: 


Long service. About 25 per cent of 
firms grant additional ‘long ser 
vice * hclidays to manual workers ; 
about 60 per cent, to staff. 
are considerably more than those 
recorded in the 1954 survey 


These 


Territorial camps. Just over half 
of the firms give additional holidays 
for this purpose 
grades of employees but in a few 


mostly to all 


cases to staff only 


About one-third of them give full 
leave on full pay; slightly more 
than one-third give full leave on 
part-pay (usually full pay less 
service pay). Other arrangements 
include full without pay 
(about 20 per cent); one week on 
full pay and one week without pay 
(about 5 per cent); and one week 
on full pay (about 10 per cent). 


leave 


The propertion of firms giving 
such leave is notably smaller than 
in 1954, when the statutory 
obligation in regard to National 
Servicemen’s camp training had 
greater effect. 

A few firms make similar 
arrangements for Scouts, Guides, 


MARCH, 1959 








British Red Cross and other volun 
tary service camps. 
Shutdowns. 14 per cent of the 
firms shut down completely for the 
annual holiday period. The re 
mainder are split into two roughly 
equal groups: (1) those which 
allow all departments to stagger 
their holidays, and (2) those which 
shut down the factory (and often 
the factory office as well) but 
permit staggering by other depart 
ments. 

In 1954, complete shut-downs 


represented the biggest group 
(about 43 per cent) and the other 
groups were roughly equal in size 
Most 


methods of dealing with this prob 


New employees. popular 
lem are (1) to allow one day for 
each month of service; and (2) to 
base the allowance on a calculated 
proportion of the standard holiday, 
or on a sliding scale 
Other methods include 

Full grant of firms’ standard 
holiday with pay: 16 per ceni 

Full grant of firms’ standard 
holiday with payment in proportion 
to the time worked: 14 per cent 

Full grant if engaged before 
mid-point of 
half grant if engaged between mid 


holiday year, and 


point and eve of holiday season: 16 
per cent 

End of employment. Al! but a few 
firms pay accrued holiday money 






















Day outings 
are still 
popular. They 
are organized 
fand usually 
subsidized) by 
nearly 40 

per cent of 
the firms 
taking part 
in the survey. 





to manual workers who resign or 
become redundant. Nearly 80 per 
cent apply the same treatment to 
sacked employees. 

Staff come off slightly worse in 
this respect—especially if sacked 
Foremen. The 1954 survey revealed 
in seven firms out of ten, foremen 
got only the standard two-week 
holiday. 
little obscure, but it seems that 


The position today is a 


everyone above first-line charge 
hand has benefited from the general 
extension of staff holidays 
Holiday information bureaux. 
About 15 per cent of the firms 
have them—less than in 1954 
Others say that their personnel and 
welfare departments are always 
willing to help in this respect. 
Holiday savings clubs. Again, there 
from 40 per 
Most firms 
employee 
savings schemes cover this, since 


are signs of a decline 
cent to 30 per cent 
consider that general 
the heaviest withdrawals occur on 
the eve of the annual holiday 

Female employees. In most firms, 
men and 
equally. The most 
concession occurs in firms with an 
annual One-fifth of 
these permit married women to 
take unpaid leave outside the shut 
down period so that they can go on 
holiday with the family A few 


women are treated 


widespread 


shut-down 


extend this concession to girls too 
END 
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Clerks and Mechanics 


Work Together 





FIRST DOCUMENT is the customer's letter 

Incoming parcels are fed into wooden hoppers 

At the other side of a partition the parcels are an 
opened. To save time later on, important parts of prepare 
the letter are underlined. Then letter and article are 
placed in a box on the conveyor belt. 


SIX STAGES IN REPAIRS 


Mall received, instructions to 
letters vetted auniienies 


estimate 
invoices. 


Why separate factory jobs from their originating 
document? They only have to be put together 


again later. Ronson Ltd. use this unusual dual-purpose 


AN ESTIMATOR reads the underlined parts 


of the letter, examines the article, and prepares 


sheet. This enables typists to 


Then letter 


estimate sheet, and 


article are replaced in their box on the conveyor 


Invoices, C.O.D. 
labels 
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TYPISTS PREPARE four-part invoices. Stick 
on tabs, with the invoice number, go on both 
box and article, to prevent an article later 

going into the wrong box. C.O.D. labels and charge 

forms are made out by spirit duplicator. Clerical 
staff must start at 8 a.m. with the mechanics—with 
extra pay as compensation 


ESTIMATOR'S SHEET tells the mechanic 

what to do. Then the box returns, with all 

documents, to the conveyor. For smooth opera 
tion of the conveyor system every mechanic must be 
able to tackle any repair job 


Control room, 
work allocated 
to mechanics 
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A CONTROL ROOM acts as a check point 
for articles and documents—a reservoir from 
which work is allocated to the mechanics 
When a mechanic is ready for work he presses a 
button on his bench which flashes his number (top 
right). Then more work is sent to him on the 


conveyor. 





FINAL CHECK, after testing, ensures that 

numbers on box tabs, article tabs, and invoices 

agree. In this way errors are virtually 
eliminated. Then the parcel is wrapped, addressed, 
weighed and stamped 


Documents 
checked, parcels 
dispatched 


83 





BUSINESS FORECASTING by 
Elmer C. Bratt (McGraw-Hill) 58s. 
net, 59s. 6d. post paid. This well- 
written American book presents a 
more scientific approach to the cur- 
rently fashionable field of manage- 
ment decision-making. In his preface 
the author — professor of economics 
at Lehigh University — says in effect 
that since forecasting is inevitable it 
might as well be done methodically 
Much use is made of case-histories 
Methods adopted by actual companies 
are critically examined in relation to 
particular forecasting problems 
New techniques are suggested, 
especially in short-term forecasting. 
There are chapters on short-term 
commodity price forecasting and on 
checking the adequacy of forecasts 


PUNCHED CARDS: Their Applica- 
tion to Science and Industry (Chap- 
man and Hall) 120s. net, 126s. 6d 
post paid. Second edition of an 
American ‘classic,, now thoroughly 
revised and enlarged to 700-odd pages 
Covering both manual and mechanical 
system, it “serves as an elementary 
instruction manual as well as an 
advanced handbook.” 


COMMERCIAL APPRENTICESHIP 
by Harold Harman (Sir Isaac Pitman) 
16s, net, 17s. post paid. Commerce, 
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BUSINESS Readers’ Book Service 


Orders are dealt with and posted to you promptly. 
If you are not near a bookshop, BUSINESS will obtain for 
you any of the books reviewed here. Just send a remittance 
for the full, post paid price, together with the completed 


Business Readers’ Book Service 
109-119 Waterloo Road, London, S.E.! 


the author argues, cannot rely on 
luck to attract the right men or 
women. He discusses the need for 
commercial apprenticeship schemes 
(with details of those already in 
operation) and also deals with the 
recruitment and training for manage- 
ment. 


PRIVATE COMPANY by Dudley 
Barker (Longmans, Green & Co.) 16s. 
net, 17s. post paid. Novelists are 
beginning to ‘discover’ the possibil- 
ities of the business world—not only as 
a background to human dramas but 
also as a source of drama in itself 
This one deals with management- 
union battles in an old-established 
family firm 


THE COMPANY DIRECTOR: His 
Functions, Powers and Duties, by 
Alfred Read (Jordan and Sons) 25s 
net, 26s. post paid. Third edition of a 
study prepared in 1953 under the 
authority of the council of the Insti- 
tute of Directors 


PURCHASING HANDBOOK edited 
by George Aljian (McGraw-Hill) 
116s. 6d. net, 119s. post paid. The list 
of contributors to this American text 
occupies 6} pages. Into the remain- 
ing 1,388 pages is packed a_ vast 
amount of information on purchasing 
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for the following books 


and methods 
Some of the legal and semi-legal 
material is of academic interest to 


policies, principles 


the British reader — except, perhaps, 
the exporter — but there is plenty of 
relevant material to compensate for 
this 


DIRECTORY OF OPPORTUNI- 
TIES FOR GRADUATES 1959 
(Cornmarket Press) 8s. 6d. net, 9s. 3d 
post paid. Reference section lists 230 
public and private organizations. Sir 
Alexander Fleck writes the preface, 
and there are several editorial 
features (including four individual 
case-histories on the theme “ What 
It's Like in Industry”) 


CHRISTIAN PRINCIPLES IN 
INDUSTRY by C. H. Northcott (Pit 
man) 15s. net, 16s. post paid. The 
author is a former director of the 
Institute of Personnel Management 
and also draws on experience as 
labour manager at Rowntree’s York 
factory 


LINEAR PROGRAMMING: 
Methods and Applications by Saul | 
Gass (McGraw-Hill) 50s. 6d. net 
Sis. 6d. post paid. Described as the 
first formal text in this operational 
research technique. For mathema 
ticians only 


A SIMPLE GUIDE FOR THE TAX- 
PAYER by John Wood (Putnam) 
9s. 6d. net, 10s. 3d. post paid. This 
100-page book provides what its title 
claims. There are chapiers for the 
investor, the self-employed and the 
private businessman 


MODERN SAFETY PRACTICES 
by Russell DeReamer (Chapman & 
Hall) 56s. net, 57s. 6d. post paid 
Aimed at supervisors, safety engin 
eers and students, this American book 
covers most aspects of its subject in 
a very workmanlike way. One chapter 
includes a useful collection of acci 
dent case-histories 


THE LAW AND PRACTICE OF 
MEETINGS by F. Shackleton (Sweet 
and Maxwell), 30s. net, 31s. 6d. post 
paid. Fourth edition of a standard 
text, of value to every company 
secretary and to others concerned 
with the conduct of meetings 


COPYWRITING AND ITS 
PRESENTATION by F. W. Jefkins 
(Crosby Lockwood), 21s. net, 22s. post 
paid. The first post-war book on this 
subject by a man with over 20 years’ 
experience in advertising and related 
fields 
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You don’t stay in the business of serving all business for over 80 years, 
merely by selling people things. You do it by proving you have the 
knowledge, experience and resources that alone can justify your claim 
to have evolved methods which, when adopted by any business, must 
save man-power, time and money. 

That is why we never recommend you should use any tools of our 
trade until we have first analysed your specific administrative problem 
and made sure they are exactly those you need to solve it. 

And since we make the world’s most comprehensive range of office 
equipment, once we have pin-pointed the problem, we can provide 
the right machine or system to cope with it. 

Furthermore, because an office machine is no better than the service 
that goes with it, every one we install is backed by a service organi- 
sation — staffed by highly skilled mechanics — that keeps it function- 
ing profitably, year after year. 


Remington. Hand. 
EQUIPS BUSINESS FOR PROSPERITY 


REMINGTON RAND LIMITED, 1-19 NEW OXFORD STREET, LONDON WC1. CHANCERY 8888 
The address of your nearest branch is in the Telephone Directory 
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Training Courses 
to Suit All 
Their Employees 


A seven-part training programme 
ensures a tailor-made supply 
not only of craftsmen, foremen 
and graduates-—but also 

of typists and secretaries 


by Terry Coram 




















do it yourself... Baker Perkins 
Ltd., Peterborough, apply this 
maxim to the training of a highly 
skilled labour force of over 10,000 

Since 1934, this firm, manu- 
facturers of process equipment for 
the food and other industries, have 
developed training schemes that now 
encompass jobs of all types. 

In 1954 they set up a training 
school at their Westwood Works. 
Peterborough. This recruits youths 
of 15 and upwards, and trains them 

at the rate of about 50 a year—as 
machine tool setters and operators. 
welders, engravers, electricians, 
blacksmiths, pattern makers, etc 
It is now supported by * satellites’ 
at Leeds and Newcastle. 

But the school is only part of the 
over-all training system. Selected 
apprentices go on outside courses at 
technical colleges and even univer- 
sities. During 1957, one M.Sc 
degree, eight Higher National, seven 
Ordinary National, and seven Final 
City and Guild certificates have been 
obtained by Baker Perkins trainees 

Later in their career craftsmen may 
be selected for foremanship training. 
including three weeks at the Leicester 
College of Art. 


. | F you want a job done properly 


Baker Perkins have found 
that it pays to keep 
apprentices right away 
from the production 
departments during their 
first year. This is 

done in a £70,000 
training school, opened 
in 1954, 
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And for office personnel, there is 
commercial training on an internal 
and day-release basis for both boys 
and girls. 

The company have long recognized 
the importance of planned training 
programmes that combine practical 
work with theoretical instruction. 
The school is only the latest extension 
of a training programme that makes 
the sky the limit for the early starter. 
Eight members of ihe present board 
of the parent company alone entered 
the group as trainees. 

Before the school opened training 
was too near the production line. 
The section became a * safety valve ° 
for the machine shops; training 
frequently took second place to out- 
put. Now, apprentices do not figure 
in production at all until after the 
initial training period (usually a year). 
The school is in a separate building. 
It has a changing room with showers, 
gymnasium and lecture hall, and 
makes full use of modern training 
aids. 

Since 1954 the school has been a 
great attraction for young people 
both in and outside the area. 
Parents enter their sons before school 
leaving age. The company have 
tightened their selection procedure. 
All applicants take selection tests 
devised by the National Institute of 
Industrial Psychology. “At one 
time,” says Mr. J. A. W. Deboo, 
Group Training Officer, ** we pro- 
moted a boy from craft to student 
apprenticeship on a pass at O.N.C. 
level; now we want a good pass.” 

Trainees are guided through their 
courses by an Apprenticeship 
Advisory Committee, which is 
responsible for selection interviews, 
promotion from one grade to 
another, and supervision of cur- 
ricula. It includes representatives 
of management and of the works 
committee. 

The school is run by an apprentice- 
ship supervisor and trained staff, 
recruited from within the firm. 
Each trade has a detailed curriculum, 
planned in consultation with the 
appropriate union. 

Baker Perkins have a tradition of 
employee relations and a selection 
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system that make losses rare 
Apprentices currently undergoing 
training at the school number 237 
(399 in the whole group.) 


Seven courses 
There are seven training schemes 

five apprenticeship courses, ranging 
from pre-apprenticeship for 15-year- 
olds to graduate training, scholar- 
ships to universities, and commercial 
training for secretaries, typists, cost 
accountants, etc. 


Pre-apprenticeship. At 15 years of 
age—one year before formal 
apprenticeship is allowed boys 
can begin preapprenticeship training 
in foundry practice, machine tool, 
sheet metal and plate work. This 
enables them at 16 to decide what 
they want to do. The company 
too has time to discover the boys’ 
aptitudes before the end-of-year 
interview with the apprenticeship 
advisory committee. By the time 
indentures are signed, both company 
and boy know something about each 
other. 

This preliminary year is not new 
in industry. But the approach is. 
The emphasis is on training—not 
tea-making or running errands 
Retired or elderly employees do these 
chores. 


Craft apprenticeship. At 16, boys 
who have completed their pre- 
apprenticeship and new entrants 
(later school-leavers) take on five- 
year craft training in one of the 
following trades—turning, milling, 
boring, welding, tool-making, engrav- 
ing, sheet metal working, coach- 
painting, etc. Vacancies in some of 
these are limited and places are 
awarded by the advisory committee 
when they occur. At present there 
are 259 boys undergoing craft train- 
ing in the three schools. Over half 
of these are at Peterborough. 

The first year is devoted to instruc- 
tion in the fundamentals of the chosen 
trade and the production of elemen- 
tary test pieces. A successful first 
year enables a trainee to graduate to 
selected work in the main production 
shops, supplemented by lectures and 
films in the training school. 


Training is completed in the shops 
according to programmes approved 
by the supervisor and advisory 
committee. The work of each 
trainee is carefully guided at each 
stage of the programme. Repeti- 
tive, mass-productive work does not 
figure in the training—nor for that 
matter in the whole works. Manu- 
facture is on a batch production 
basis and the majority of employees 
are skilled craftsmen 


Drawing office. During 1957, a new 
two-year drawing office apprentice- 
ship was introduced. Candidates 
are selected craft apprentices aged 19 
who have passed either the second 
year O.N.C. or the intermediate City 
and Guilds plus one year. All draw- 
ing office apprentices must have had 
practical shop-floor experience. 
No ‘draughtsmen’s dreams’ are 
tolerated at Baker Perkins. Designs 
must be practicable and economic. 

During the two years, boys receive 
basic and specialized drawing office 
training under a qualified instructor 
coupled with long periods in several 
sections of the main drawing offices 
At present, 11 future draughtsmen 
are being trained at Westwood 
Works 


Student apprenticeship. This scheme 
caters for grammar or public school 
leavers and lasts four or five years 
according to the age and qualifica- 
tions of the applicant. 

For a four-year apprenticeship, 
boys must have two G.C.E. ‘A’ 
level subjects (mathematics ahd 
physics) and two * O° level subjects 
(including English.) The five-year 
course is for younger boys having 
not less than five G.C.E. * O° level 
subjects (including mathematics 
English, and physics). 

The scheme is designed to produce 
draughtsmen, planning and sales 
engineers, ratefixers, production 
planners, technicians, etc. Students 
serve up to six months’ probation 
before indentures are signed. 

Craft or drawing office apprentices 
who have served at least three 
years, show special aptitudes and 
do well in their studies may be 
transferred to the student apprentice- 
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ship course on the advisory com- 
mittee’s recommendation. 


Universities (and Colleges of 
Advanced Technology). Exception- 
ally promising student and technical 
apprentices may be offered scholar- 
ships to universities at the discretion 
of the advisory committee. At 
present, three Baker Perkins trainees 
are resident at a university, one on 
postgraduate work. 


Graduate apprentices. Some uni- 
versity graduates are accepted each 
year for two years’ formal training 
again with the sanction of the 
apprenticeship Their 
training is sponsored by a depart- 
mental manager with a view to 
subsequent staff appointments 
Occasionally the first 
devoted to general training until a 
decision 
placing 


committee. 


year is 


is made regarding final 


Commercial training 


In addition to apprentice-trainees, 
Baker Perkins take each year a 
number of clerical 


trainees from 


secondary modern, technical, and 
grammar __ schools Provision is 
made internally and externally (via 


day release) for office personnel 
to train as clerks, copy and shorthand 
typists, secretaries and cost accoun- 
tants. 

Full-time training staff teach typ- 
ing and shorthand in conjunction 
with the trainee’s studies at Peter- 
borough Technical College. 

A clerical training scheme has been 
specially designed for boys leaving 
school. Time is spent in all the 
main departments of the company, 
and at the end of the course the 
trainee has a wide experience in all 
company activities. This scheme 
caters for boys of any level of 
academic ability. 


Day release. The company’s _in- 
ternal training policy is closely 
linked with courses available at 
Peterborough Technical College. 
Both apprentices and clerical staff 
are encouraged to study at approved 
classes, and are granted leave of 
absence with pay on one day a week 
during term time. 





The opening of the training school has done much to stimulate recruitin: 


Now there are so many applications that the company 


can afford to us 


stringent selection tests 


A two-year course 

for drawing office 
apprentices was 
introduced in 1957. 
All of them must 
have had shop-floor 
experience—to ensure 
that their designs 

are practicable and 
economic. 


It is a condition of employment 
that pre-apprentices attend con- 
tinuation courses and craft appren- 
tices are expected to attend up to 
age 17. Student apprentices must 
follow approved recom- 
mended by the advisory committee 
and are expected to reach at least 
H.N.C. level in mechanical or pro- 


courses 


duction engineering and in due 
course to become eligible for 
membership of the appropriate 


professional institution. 

The College rules that young 
people attending day classes must 
also attend any evening classes which 
form part of their course. Special 





schemes exist to assist trainees with 
College fees and cost of textbooks 
Progress reports on all apprentices 
are sent to parents, and a merit 
bonus based on each report is added 
to the trainee’s pay. The increments 
are cumulative until apprenticeship 
is complete. Rates of pay are 
generous and increase with age and 
experience. No premium is required 
for any grade of apprenticeship. 
There is a lodging subsidy for 
Student apprentices recruited from 
outside Peterborough. For _ their 
first year most of these boys are 
accommodated in a hall of residence 
owned by the company. END 
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Muffle that accounting machine 
C-L-A-T-T-E-R 


, See 


} y - 


WH or “Beall -\') <ej } 


Burgess Acoustic Enclosures are supplied in the form of 
four separate panels which are easily assembled by unskilled 
labour. 

The units are of all-metal construction, with an inner lining 
of specially perforated mild steel sheet and an outer facing 
of plain, mild steel sheet, the intervening space being packed 
with non-inflammable, non-hygroscopic, highly sound- 
absorbent material. This construction affords a very high 
degree of sound absorption and insulation. 

The enclosures are easily movable, attractively finished in 
a silver-grey hammer paint, supported on four metal domed 
feet. 





BURGESS PRODUCTS COMPANY LIMITED, ACOUSTICAL DIVISION, HINCKLEY, LEICESTERSHIRE 
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LL firms realize the impor 

tance of the telephone as 

a business medium. This 

is especially true of small firms 

who rely to a large extent on per- 
sonal contact. 

But what happens when a 
customer rings after the office ts 
closed? He decides to ring next 
day — but does he? The impulse 
gone, he may put it off, and a 
rival may eventually land the order 

Of course, a 24-hour telephone 
service of their own is something 
few companies could afford. An 
office would have to be kept open 
at all times and extra staff engaged 
But many are overcoming this by 
using message taking bureaux 

These bureaux take on the bur 
den of employing round-the-clock 
staff — with their attendant diffi 
culties of sickness and absenteeism 

and supply a continuous tele 
phone secretary service. Charges 
are between 9d. and 3s. per day, 
depending upon the type of service 
required. There is a minimum of 
trouble and fuss for the client 


bal 


The services operate in three 
main ways, though each can be 


modified to meet individual needs. 


Extension service 

An extension connects the sub- 
scriber’s telephone and the bureau. 
After the telephone 
has rung an agreed number of 
times (usually four) without being 
answered, the bureau takes the call. 
The client can break into the con 
Should he 
answer first, a blocking device pre 
vents the conversation being heard 


subscriber's 


versation at any time. 


by the telephone secretary or any 


one else 


Accommodation service 

There are three kinds of accom 
modation service. 

With the first, the client has two 
telephone numbers, his own and 
that of the bureau. He can use 
either or both on his sales litera- 


ture and correspondence. A caller 





The telephone is probably your 
best salesman. Why let it be 


idle whenever the office is closed ? 


-hour Secretaries 


Mean? More Business 


by John Hughes 


would first ring the client’s own 
number and upon 
reply, would ring the alternative 
one (the bureau's). 


receiving no 


With the second type, a client 
need have no telephone of his own 
He simply prints the bureau's 
number on his own writing paper. 
and uses it always as though it 
were his own 


With the third service, a phone 
number, though operated by the 
bureau, is allocated exclusively to 
one client 


Referred service 

Before office, the 
contact the G.P.O 
operator and ask for his telephone 
to be put on to the 
board.’ 


leaving his 
client must 
* referred 
The handling of a call for 
him after this will 
whether the 
manual or 


depend on 
exchange 1s 
automatic. If it is 
manual, all subsequent calls are 
re-routed to the 


local 


bureau. If the 
local exchange is automatic, the 
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more than she 


can handie.... 


decorating two rooms before lunch is just 
not on; even with the best tools. Now if 
only she'd taken some expert advice In 
fact, that’s just what Harris themselves did 
in 1956 when their invoicing system was faced 
with an avalanche of seasonal orders 


OZALID 
heips L. G. HARRIS & CoO. LTD. 
to simplity mass invoicing 


Delays in invoicing could have led to mass cancellation 
of orders. L. G. Harris & Co. Ltd., and Ozalid together 
developed a system which combined speed, flexibility 
and accuracy and was both simple and economical. In 
Spring 1957 this new system was severely tested and 
proved an outstanding success. Suddenly the volume of 
orders ulmost doubled, but the increased work was 
smoothly and efficiently absorbed without any delays 


This system is still in operation with the following 

everyday advantages 

@ Accuracy: No copying errors No incorrect 
addressing. No mistaken discounts. No errors in 
customer credit status. 

@ Simplicity: Young girls, fresh from school, can 
operate the invoicing system. A beginner becomes 
proficient after very little practice 

@ Flexibility: Extra work and absences cause very little 
disruption, for every girl is easily trained for every 
job in the department 

@ Speed: Every order is fully documented and passed 
for despatch on the day of receipt 

@ Economy: Machinery is not costly, labour costs are 
low and stationery wastage has been eliminated. 

@ Accounting: Simple and efficient ledgerless accounting 
is now possible. No account can be overlooked and 
statements or “ overdue ™ letters can be automatically 
produced 


This is just one of the many examples of Ozalid in 
Business Systems. 
There are many more that will interest you. 


We are erateful to L. G. Harris & Co. Ltd. for allowing 
us to describe their system and on their behalf, request 
that you make your initial enquiry to the Ozalid 
Business Systems Division 


OZALID 


BUSINESS SYSTEMS 


Ozalid Company Limited (Business Systems Division), 48 Holborn Viaduct, London, E.C.1. Telephone: CITy 4903 
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G.P.O. operator asks callers to dial 
the bureau’s number 

There are several disadvantages 
to this method. The client must 
remember to contact the G.P.O 
every time he leaves his office ; and 
although there is no additidnal 
charge to the caller, he may be 
involved in two dialling operations. 

When the call goes through to 
the bureau, the telephone secretary 
will, by agreement, answer either 
in the manner customary to the 
client or simply quote the bureau's 
telephone number. She notes the 
caller’s name, number and _ the 
message. If an answer is needed 
urgently, she contacts the client if 
possible. Usually, a reply is not 
required immediately and the mes 
age is filed. 

The accumulation of messages 
can be obtained by the client in 
three ways. He can telephone the 
bureau at his own convenience and 
have them read over. In this case 
the client can have a code number 
to prevent anyone else collecting 
his messages. They can be tele- 
phoned to him anywhere at pre 
arranged times. Thirdly, the mes- 
sages can be posted to him 


How they are used 


Sales. One of the bureaux, Phone 
Messages Ltd., helps Skyways Ltd.., 
the airline operators, to book seats 
after the airline's offices are closed. 
The bureau is given an allocation 
of seats and is authorized to sell 
them. Tourist and travel agencies 
solve the same type of problem in 
this way. 


Contacts, Pye Telecommunications 
Ltd. make considerable use of the 
24-hour service operated by Tele 
phone Answering Services. Res- 
ponsible for the maintenance of 
the communication equipment of 
the A.A., R.A.C., London Airport 
and several radio-controlled road 
transport fleets, Pye receive many 
calls during the night. Telephone 
Answering Services hold a list of 
engineers. When a breakdown is 
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Telephone secretaries are chosen for their intelligence, initiative and 
tact. Cost can be as low as 9d. a day 


reported they contact the nearest 
engineer. Answering Ltd., another 
bureau, operate a similar system 
for oxygen companies and Ilift 


manufacturers 


Secretaries. Many owners of one- 
man businesses are able to travel 
about during the day with the 
that any message 
arriving during their absence will 
them when they 
Even the businessman with 
a secretary may require her to 
travel with him, leaving the office 
unattended. For example, the 
owner of Carneon Signs, London, 
a one-man business, uses Phone- 
Messages Ltd. to receive his calls 
and store them until he returns to 
his office 


knowledge 


be waiting for 
return 


London office. 


the exclusive 


By subscribing to 
telephone number 
which all the bureaux 
operate, certain textile and engin- 
ecring companies in the Midlands 
have what is virtually a London 
office 


service, 


An obvious advantage is 
that the company’s name and tele- 
phone number appear in the Lon- 
don directory, thus making them 
easily accessible to the large 
number of people to whom the 
directory is the encyclopedia of the 
business world. 

Acting in the capacity of a Lon- 
don office, Telephone Answering 
and Phone-Messages accept orders 


from customers subject to the 


clients’ confirmation. Answering 
Ltd., however, consider that they 
are primarily message-takers, and 
that this is outside their province 
They will, of course, take appro 
priate action in cases of emergency) 
broker in Man 
Phone-Messages_ to 
before 


An insurance 
chester uses 
test the London market 
taking a London office. 


Economy. Here is how these ser 
vices help to save money directly 
Salesmen based out of 
not telephone their reports direct 
to head office by day. Instead, they 
make use of 


town do 


the cheap evening 
They telephone one of the 
bureaux, who pass the reports on 


rates 


to the salesmen’s head office next 
day. 

A client telephoning every day 
at a set time from outside the 
London area obtains a reduced rate 
from the G.P.O. This reduction 
depends upon the amount of time 
taken for the call, the minimum 
period being 15 minutes. 

Although message-taking 
bureaux have been widespread in 
America for many years, their 
growth in this country has been 
slow. 

Now, however, they are accepted 
as an addition to a company’s 
service, and are considering extend 
ing from London to other cities 

END 
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booklet, showing 
how you and 
your staff can 
benefit by our 
Luncheon 


Voucher service 


..+ as thousands of other conscientious 
employers have done by giving 2,500,000 of 
our vouchers a month, in the major cities 


and towns throughout the United Kingdom. 


Luncheon VYouchers Limited 


y Saxone House, 74a Regent Street, London, W.1. REGent 5711 
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G.P.O. operator asks callers to dial 
the bureau's number. 

There are several disadvantages 
to this method. The client must 
remember to contact the G.P.O 
every time he leaves his office ; and 
although there is no additional 
charge to the caller, he may be 
involved in two dialling operations. 

When the call goes through to 
the bureau, the telephone secretary 
will, by agreement, answer either 
in the manner customary to the 
client or simply quote the bureau's 
telephone number. She notes the 
caller’s name, number and_ the 
message. If an answer is needed 
urgently, she contacts the client if 
possible. Usually, a reply 
required immediately and the mes 
sage is filed. 

The accumulation of messages 
can be obtained by the client in 
three ways. He can telephone the 
bureau at his own convenience and 
have them read over. In this case 
the client can have a code number 
to prevent anyone else collecting 
his messages. They can be tele- 
phoned to him anywhere at pre 
arranged times. Thirdly, the mes- 
sages can be posted to him. 


is not 


How they are used 


Sales. One of the bureaux, Phone 
Messages Ltd., helps Skyways Ltd.., 
the airline operators, to book seats 
after the airline's offices are closed. 
The bureau is given an allocation 
of seats and is authorized to sell 
them. Tourist and travel agencies 
solve the same type of problem in 
this way. 


Contacts, Pye Telecommunications 
Ltd. make considerable use of the 
24-hour service operated by Tele 
phone Answering Services. Res- 
ponsible for the maintenance of 
the communication equipment of 
the A.A., R.A.C., London Airport 
and several radio-controlled road 
transport fleets, Pye receive many 
calls during the night. Telephone 
Answering Services hold a list of 
engineers. When a breakdown is 
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Telephone secretaries are chosen for their intelligence, initiative and 


tact 


reported they contact the nearest 
engineer. Answering Ltd., another 
similar system 
lift 


bureau, operate a 


for oxygen and 


manufacturers 


companies 


Secretaries. Many owners of one- 
man businesses are able to travel 
about during the day with the 
knowledge that any message 
arriving during their absence will 


be waiting for them when they 
return. Even the businessman with 
a secretary may require her to 


travel with him, leaving the office 
unattended. For example, the 
owner of Carneon Signs, London, 
Phone- 
Messages Ltd. to receive his calls 
and store them until he returns to 
his office. 


a one-man business, uses 


London office. By subscribing to 
the exclusive telephone number 
service, which all the bureaux 


operate, certain textile and engin- 
ecring companies in the Midlands 
have what is virtually a London 
office. An obvious advantage is 
that the company’s name and tele- 
phone number appear in the Lon- 
don directory, thus making them 
easily the large 
number of people to whom the 
directory is the encyclopedia of the 
business world. 


accessible to 


Acting in the capacity of a Lon- 
don office, Telephone Answering 
and Phone-Messages accept orders 


Cost can be as low 


as Yd. a day 
from customers subject to the 
clients’ confirmation. Answering 


Ltd., however, consider that they 
are primarily message-takers, and 
that this is outside their province 
They will, of course, take appro 
priate action in cases of emergency 
An insurance broker in Man 
chester uses Phone-Messages to 
the London market 
taking a London office. 


test before 


Economy. Here is how these ser 
vices help to save money directly 
Salesmen based out of town 
not telephone their reports direct 
to head office by day. Instead, they 
make the cheap evening 
They telephone one of the 
bureaux, who pass the reports on 
to the salesmen’s head office 
day. 


do 


use of 
rates. 


next 


A client telephoning every day 
at a from 
London area obtains a reduced rate 
from the G.P.O. This reduction 
depends upon the amount of time 
taken the call, the minimum 
period being 15 minutes. 

Although message-taking 
bureaux have been widespread in 
America for many years, their 
growth in this country has been 
slow 


set time outside the 


for 


Now, however, they are accepted 
as an addition to a company’s 
service, and are considering extend 
ing from London to other cities 

END 
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Positioning of the capacitor depends 
on the circumstances. Sometimes it is 
best mounted beside the machine. 
Connection is simple, but is often done 
at weekends to avoid interference with 


Motors, welding transformers 
and other plant generally take 
more current than they need. 
Here is how many companies 
reduce this waste to a minimum. 


Factory Power Bills 
Can Be Cut 


OWER factor correction may 

be a frightening term to the 

executive— or to any layman. 
But all he really needs to know 
about it is that it is a straightfor- 
ward way of reducing factory 
electricity bills. There is no harm- 
ful effect on production or plant 
performance — indeed, the 
will improve. 

Distillers Co. Ltd. achieved just 
this when they cut their power bill 
by an estimated £30,000 per year 
after correcting the power factor 
at one of their works by installing 


latter 
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by David Cole 


special equipment. An exceptional 
case, perhaps, but other companies 
are saving considerable sums, by 
installing similar equipment. 

This equipment is not new 
gadgetry. Many companies instal- 
led the same sort of equipment 
years ago, and add more as they 
install new machines. This ensures 
that electricity is consumed in the 
most economical manner. 


The problem 
Most motors and much other 
electrical plant depend for their 


operation on a property known as 
inductance. 

But wherever there is inductance 
in a Circuit connected to the mains 
there is a danger that more current 
will be taken than used—that more 
will be paid for than does useful 
work. 

Wherever the proportion of this 
idle current is high, the power fac- 
tor of the motor or circuit is low. 
So ‘power factor correction’ 
consists in reducing this idle 
current as far as possible. Power 
factor is generally expressed in 
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Ordinary fans blow stale air OUT 


Ma | 


or fresh air IN 


V 


But only the COLT Two-Way Fan 
does both at the same time... 


through the same hole! 














Simply fitted 












to any window, the 
Colt Two-Way Fan 


provides continuous 





\\ fresh air—warmed 

l | or filtered as you 
wish—without draughts. 
The whole principle 


is explained ina 





brochure, obtainable 


from Dept. O105 3 








COLT VENTILATION LTD - SURBITON - SURREY - Telephone: ELMbridge 0161 (10 lines) 
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decimals. For instance, 0.9 is high 
and therefore desirable ; 0.5 is low 
and should be corrected. 

Other disadvantages of 
power factor are that the elec- 
tricity boards impose heavy 
financial penalties on companies 
that consume excessive idle current. 

Further, the current-carrying 
ability of cables, switch-gear, trans- 
formers, etc. is governed by the 
heaviest current that will flow 
without causing overheating and 
other undesirable Thus 
should the factory buy 
more machinery he may have to 
install extra cables and a larger 
transformer while those already 
there are occupied in carrying idle 
current. 

Heat losses in cables and wires 
also higher. The starting 
power of motors is reduced. Lamps 
are dimmer, due to increased drop 
in voltage along cables and wires 


low 


effects. 
owner 


are 


The solution 


First check is to that 
motors are not too powerful for 


ensure 


Power factor 
correction can be un- 
obtrusive except 
in the power bill 
Installed on 

walls, some capacitors 
take up no more 
space than fuse 

hoxes 


their jobs. A large induction motor 


has a high power factor when 
working at full load; power factor 
falls quickly with reduced load 


When installing new motors it 


might, therefore, pay to have a 
large motor driving _ several 
machines. But this is seldom 
practicable. Modern layouts are 


These figures, compiled by British Insulated 
Callender’s Cables, give some idea of industry’s 


need for power factor correction. 


All figures 


relate to factories without power factor 





correction. 

Industry Sh 
Textile 

Weaving (individual drives) .................0...:6060. 55-65 
SINE ".lutiahissschedbocersicshoncesessesoeseense 70 
Worsted cap or fly spinning ..................... 78-85 
Chemical industry |... 75-85 
Engineering 

III Seb chissswcbhsinadsccnenavcpercosecer sees 40-65 
I Sei citithcabestsaicesanyeseseeceecovessreess 35-40 
Resistance welding ...........................00000000: 60 
Clothing Factories 000... 35-60 
i rd Re 75-80 





generally designed for maximum 
flexibility 
The only solution, then, ts to 


correct the power factor. 


have 
most 


Power capacitors become 
the suitable 
method of correcting power factor 
industrial 


accepted as 


in a normal concern 


This is due to their high efficiency 
and small maintenance costs (no 
parts) coupled 


advantageous investment allowance 


moving with an 
This is a tax concession on the cost 
of equipment bought solely for the 
more efficient utilization of fuel 
A power capacitor is basically an 
filled box containing 
wound elements (aluminium foils 
separated by an insulator) 
sometimes be installed and 
tained works 
Standard types are guaranteed for 
one year but should it be specially 
built, a five-year guarantee is usual 
Capacitors have a property known 
as Capacitance. With the correct 
value of capacitance in circuit, the 
undesirable effects of inductance 
and idle current are eliminated. 


oil metal 
It can 
main 


by a electrician 


Positioning. Capacitors are 
effective only from the point of 
installation back towards the gener 
ator, so they are placed as near 
the offending equipment as possible 
There are methods 
positioning : 


several of 
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maximis ad minima 


Yes, trom the greatest to the llest—whether you process th 


raw |! its rial Ol sell the end product control ol pape rwork 1s 


Vhether it is a con Prenensiy¢ production ordet system 
for the giant industrial unit—or a sales checking system for *‘the 
shop round the cornet! | mson Paragon Ltd , Can Ope nm the 


door to greater productivity and control 


Further information concerning a Paragon’ Business 
System, designed to slash wasteful pap rwork, can be obtained 


trom 


LAMSON PARAGON LIMITED 


PARAGON WORKS, LONDON, E.1¢ 
Telephone: AL Bert Dock czas 


A MEM BE R oO Ff T HE LAMS ON | N 





In these days of high labour costs, it is even more 





essential that employers obtain the fullest possible 


loa : suite return from highly paid staff. Key personnel should 
ter 3 tat 
| be kept as much as possible at their desks—you pay 
\ them for working and not walking. The answer of 
\ | 4 course is 
J 
ff 


Gul Coumadin 


and that means Reliance. These time-approved Inter- 





communication Telephone Systems are pre-eminent in 
i their field. are available from 3 lines and on a most 

" | advantageous Rental Service saving capital outlay and 
T st recent de 


providing free maintenance. You get something really 


| worthwhile when you 
. 





The Reliance Rental Service saves capital outlay. gives free 


maintenance and an all-time guarantee. Please write for full details 
| 


THE RELIANCE TELEPHONE COMPANY LIMITED 
(A Subsidiary of the General Electric Company Limited) 
43-47 PARKER STREET, KINGSWAY, LONDON, W.C.2. 


Telephone: CHAncery 534! (P.B.X.) Branche throughout the United Kingdom 


INTERNAL TELEPHONES ° STAFF LOCATION ° 





MUSIC FOR INDUSTRY 
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In 
Here B 


lorege installations 


T.-H 


very correction ts 


the 


power 


On the equipment. 
automatically 


The capacitors 


are brought into 
This 


the 


circuit when the motors start 
the 


ot 


alt 
However, 


corrects power factor 


source the trouble 
where there are a large number of 
small motors this method become: 


cumbersome and expensive 


They are 
They 


automatically 


On the internal wiring. 
distributed at strategic points 
manually 


can be or 


switched in and out of circuit as 


required. 


On the incoming cables. They are 


arranged in groups This lowers 
the electricity bill but idle current 
is still present in the internal wiring 
with its previously mentioned disad 
vantages 

In the open. 
at a premium, special power capaci 


With factory space 


tors can be installed in the open 


air. 


Control 

Capacitors are switched in and 
out of circuit to keep the power 
factor constant at various factory 
loadings. This is done manually or 
automatically. 

Manual control has the disadvan 
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carried out by using special motors 


equipment drives a grinding mill and simultaneously corrects 


factor 

tage that somebody either has to 
watch a meter which shows the 
power factor of the factory, or 


remember to operate the switch at 


set times such as starting time, 


lunch hour, or finishing time 


Automatic control is usually 
obtained by switches that respond 
to the amount of idle current in the 
cable Its 


must be weighed against the cost 


or wiring advantages 


of installation 


tariffs 
electricity 


Because of the 


up by 
boards, it is essential that switching 


special 
drawn most 
is carried out correctly They base 


their charges on the total amount 


of current consumed in a set 
period—for instance 20 min. or 30 
min. This is measured by a special 


meter installed on the consumer's 
premises 


If switching is carried out 
incorrectly due to a fault in the 
automatic switchcs or, in a manual 
installation, to the forgetfulness of 
the person responsible, the current 
consumption for the period rises 
quickly and the benefits of correc- 
ted power factor for that month, 


quarter, or year, may be lost. 


Some examples 

Here are some savings shown by 
recent 
Supply 
works at generale 
ol bu 
some of the machinery was supplied 
the The 


Telegraph Condenser Company 


power factor corrections 


own current. A 


Southampton 


jomery 


most their own electricity 


from mains installatior 
ol 


Capacitors raised the power tactor 


reduced the current and therefore 
the load on the generator Thu 
more machinery is supplied from 


the generator and less current take 


from the mains The outlay o 
£508 saves £465 per year. paying 
for itself in 13 months 

Problem of transfer solved. 


Alford & Alder 


components, 


who make motor 


installed several 


ol 


Car 


new machines in one then 


The 
rent meant buying a 


London factories extra cur 


larger tran 


former or correcting a very lov 


power factor. They found it morc 


economical to buy the transformer 


Later, they amalgamated ther 
factories and moved to Hemel 
Hempstead There, the higher 
financial penalties for low powei 
factor caused them to install 
B.L.C.C. capacitors. It is estimated 
that the saving on the electricity 
bill is £4,000 a year 
Other Savings. Associated 
Portland Cement Manufacturers 
reduced their £18,000 per year 
electricity bill by £2,814. After a 


survey by the Telegraph Condenser 
Co., 
installed 


capacitors costing £4,535 were 
The saving paid for the 
outlay in 19 months 

Power factor correction enabled 
a small 
works to reduce its electricity bill 
by £68.10.0. per year 
for the Standard 
Cables power 
over a year 


Mersey-side engineering 
This repaid 
Telephone and 
capacitors im just 

A new tariff meant a rise of 30 
per cent in Wethered’s Marlow 
Brewery electricity bill. By instal 
ling T.C.C. capacitors, the bill was 
reduced from an estimated £720 
per year to £552 The 
saving of £168 per year repaid the 
outlay of £224 in 15 months 


per year 


END 
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PAPER MILL 
Saves 


£36,000 


Capital expenditure 
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JOINERY 
WORKS 
save 








Power factor correction is very much a matter 
of “know how’. We were pioneers in the 
development of condensers for power factor 
correction, and have acquired unrivalled experi- 
ence of the problems in this field. Throughout 
the world today T.C.C. power factor correc- 
tion condensers are effecting economies and 
increasing efficiency in the use and transmission 
of electric power, both in normal and high 


voltage systems. 
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EQUIPMEN 

T 
MANUFACTURER 
Saves 


If you pay for your power under a K.V.A. 
maximum demand tariff or are subject to a power 
factor penalty clause, you may be paying for “‘idle 
current”. The first step towards power factor 
correction is for one of our engineers to visit your 
works and investigate your particular problem, 
but as a preliminary to this, we shall be pleased 
to send you, on request, two booklets—“More 
for your money” and “The Evidence” — which 
will provide convincing evidence of the savings 
which can be effected. 


INDUSTRIAL DIVISION 


CONDENSER CO. LTD. wonrti acton. tonvon w3 


Tel: Acorn 006! 








We are the economists.. 


. we girls who operate the Tape-Riter Pool at 
the Carborundum Company. There's Olive 
Garmory, Jean Tooth, Elisabeth Thomas, Joyce 
Tarrant, Morag Corbett, and me .. . Joyce 
Condliffe. I’ve worked with Tape-Riter for three 
years, and I really like it. There used to be 18 
girls .. . now 9 of us easily do the work. That’s 
what we all like about Tape-Riter, it makes life 
. no shorthand . . . no interruptions 

. more work in less time. It’s the simplest, 
quickest, most efficient way of getting corres- 
pondence done. 


sO easy .. 





Sapa Ritanr 


DICTATING 


for 
last-word 


efficienc) 
. HARTLEY ELECTROMOTIVES LTD 


CAMP BIRD HOUSE, 39 DOVER STREET, 


ALSO AT BRISTOL + BIRMINGHAM - 
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SYSTEMS 


» TAPE-RITER DIVISION 
LONDON W.1. HYDE PARK 8292. 


MANCHESTER - 


The Carborundum Company Limited, are one of 
many important concerns who have installed 
Tape-Riter. There are over 40 dictation points 
throughout their offices, and from these, 
correspondence of every kind is fed into the 
typing pool. The typists just play back the 
recording and type as they listen. No time 
wasted . . . no fumbling with shorthand notes. 
Output per typist has risen 250°,, while the cost 
per letter has fallen 30°,. Tape-Riter—the per- 
fect dictating and transcribing system for any 
firm whatever its size. 





A CAMP BIRD COMPANY 


SHREWSBURY + GLASGOW 
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Large offices are criticized for their ‘factory’ 


atmosphere. But efficiency and attractive 


working conditions can go together. 





This Open Office 


Keeps 


the Personal Touch 


by Charles Manning 


EW-STYLE * open’ offices 
are beginning to resemble 
factories, it is often said 
This is because flowline handling of 
paperwork demands much the same 
layout as flowline production. The 
only difference is that desks replace 
the factory benches 
But such a comparison never 
occurs to the 300 employees at the 
new Southampton headquarters of 
the Southern Gas Board 
because the oflice was planned from 
the start to provide pleasant as well 
as efficient working conditions 
The new office is the result of a 
major reorganization Now the 


This is 


entire gas board area is adminis- 
tered from one centre; till the end 
of last year this was done from 
various small offices in Southamp 
ton, Bournemouth, Portsmouth and 
Oxford 

Premises were the first problem 
The most suitable was the second 
200ft 
by 160ft.; the ground floor is used 
as a car showroom and garage. But 


storey of a former factory 
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an impersonal * tactory ’ atmosphere 
was just what the gas board wanted 
to avoid, so various things had to 
be done 

Bright colour schemes were intro 
duced to lower the eye-level and 
offset the rather overpowering 
ceiling 

Noise, another snag with open 
layouts, was already partially 
countered by wood wool slabs in 
the roof—also good insulators of 
heat. The gas board added cork 
tiles on an underlay which further 
reduced noise, not only by muffling 
footsteps but also by 
absorbing other sounds 


effectively 

Acoust 
cally the room is now such that at 
a recent office party a_ record 
player at one end of the room could 
not be heard at the other. Several 
had to be used. This sound absorp 
tion has been a big help in retaining 
a personal atmosphere despite the 
large Open space 

Partitions were used only where 
essential. Two main areas are cut 
off from the office—one on each 


side of the room. One enclosure, in 
addition to records and stationery 
stores, houses some 60 accounting 
machines (which cannot be heard 
on the other side of a special sound 
absorbing partition) The other 
main partition separates the open 
office from the canteen, first-aid 
room, and typists’ room. There are 
six small offices for senior staff and 
for interviews. 


Personal contact 


The board are enthusiastic about 
the advantages of an open office. 
Greater personal contact makes a 
big difference to communications 
Internal audit, wages, costing, finan- 
cial accounts, central purchasing 
and O& M departments—all work 
within sight of each other 
are no barriers. 

W. Hyde, the Chief Accountant, 
says: “An open office means that 
the head of a department is with his 
staff and is accessible 


There 


They know 
when he is busy and know the best 
time to approach him with pro- 
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Our office almost takes care of itself 


... Since we invested in Bradma. 








The 


piece metal plate—offers a range of machines to suit every ty 


Bradma Systen 


mne- 










scale of appl itlol Bradma solve the proble. 
routine paperwork, in office and factory. Bradma is fast. accurate 


and ec 





ym 
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any existing office method. For further details ot how Bradma can 


streamlin ir office work, contact Adrema Ltd., Telford Wav. 
London, W.3. SHEpherds Bush 
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eSe The versatile BUCKINGHAM, Bradma's porver-operated heavy-duty model, means business 
bd od lesigned for } trae 1 , 
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NEW 
EQUIPMENT 
SERVICE 


Use these business reply cards 
to obtain further Information 
on any of the items appearing 
in the New Equipment section 
of this Issue. 
The section covers products for 
use in office and workshop, 

| and also in canteen and welfare 


services. 





NEW EQUIPMENT - FREE SERVICE 


To obtain additional information on the items reviewed editorially in 
the New Equipment section of this issue, write their reference numbers 
below: 


POET ER ERE EERE EEE EEE EEE EE EERE RESET EEE EERE E EEE EEE EH NEE EEE TREE EEE EEE EEEEEE EE EEE EERE EEE EEE EERE EERE 


This is a reply-paid form 





NEW EQUIPMENT - FREE SERVICE 


To obtain additional information on the items reviewed editorially in 
the New Equipment section of this issue, write their reference numbers 
below: 
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i sasicsiecitnccsctobececesens Tiel cccccesictincensmnentbennil a NS Ae 
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PID seicecteesesncccccecserensesibsensasocusepoernepedapnieuempiphiailaigiaeetiaeninetiaiatpiaaes 
DOGO TINT «0c. .ccccessncsscncsnorccscess sensscnaharsenenssibepiahnincedipapanibeeheobebsiehabiats 
DBBIOID  c1rscereracccosrvsersasenscoscoscosesancensonccosebsspssnsessoasocsoianassbnesosooonovesontoes 
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blems. Co-ordination is automatic 
when people can see each other.” 

Memo writing and internal tele- 
phoning are at minimum. The board 
have only one switchboard opera- 
tor. In separate offices a staff of 
over 300 could easily need three. 

The open office has also broken 
down the artificial barriers of 
distance and rivalry between the old 
departments. It is now clear to all 
sections that they are part of a 
whole, that their particular function 
is not an end in itself. 

In the old scattered offices 
individual departments devised their 
own systems of working. Some were 
very efficient, but many were 
exposed as wasteful when put 
under one roof and looked at 
along O & M lines. 

For example, the open office has 
made possible an over-all look at 
the paper-flow in and between 
different sections. In the coke sel- 
ling department the result has been 
one composite order form which 
has replaced the six re-writings 
needed under the old system. An 
important source of error has been 
eliminated. 

All changes are now rung by a 
single O & M department. It has 
its place in the open office along 
with the other sections, but it is 


kept administratively separate from 
the internal audit department. Else- 
where these two sections are 
sometimes fused under the same 
departmental head, but not here. 
The board think that one acts as a 
check against the other—a healthy 
balance of power that gets good 
results. 

Customer contact has also bene- 
fited from having a special centra- 
lized section in the open office. 
There are about 5,000 inquiries 
from customers each month. The 
standard of letters written in answer 
to them has improved considerably. 
Now the board are planning 
courses to improve further their 
public relations. 


Office efficiency 


Output, where measurable, has 
increased. Typists’ average output 
has risen from 80 to 300 bills a day. 

One obvious disadvantage of a 
large, open office is the lack of 
privacy. But the staff appear unaf- 
fected by this loss—principally 
because of the board's efforts. 

Interviews were held with every 
employee to put them in the O & M 
picture. “A 15-minute talk with a 


worker shows him you're thinking 
about him as an individual,” says 
Mr. Hyde. 


“We have remarkable 





The O & M department made the most of the open office. 
designed to streamline the paper-flow. 





t Layout was 
Positions of desks and machines 


were marked with adhesive tape before being moved in. 
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esprit de corps Many of the staff 
have said it is better here than in 
the department they 
before.” 


worked in 


Jobs have been standardized and 
made simpler wherever possible 
Less training is needed to reach the 
required competence and in some 
cases juniors can now do jobs that 
previously demanded skilled work 
ers. Furthermore, many jobs are 
now being done by fewer people 
than before. 

The open office has meant big 
savings in the use of office machines 
As a result of the move, many 
have been sold. All machines now 
have a better work load and are 
used in a more economical way 
Consequently fewer are needed to 
handle the same volume of work. 


Machines used include key 
punches, tabulators, embossers, 
accounting and addressing mach 
ines, traverse feeders, and a micro- 
film unit which has enabled the 


gas board to make substantial 
reductions in their filing-space 
requirements. 


The board are cutting records to 
a minimum. They believe it is 
cheaper to give a customer the 
benefit of any doubt that may arise 
than to keep the quantity of records 
needed to prove them right or 
wrong. 

The move into the new office was 
spread over five days. No depart 
ment lost more than a few hours 
work. Before the desks were moved 
in, their positions were carefully 
thought out and marked on the 


floor with adhesive tape. Each 
piece of furniture was moved 
straight into its predetermined 
position. 


The ‘ clerical factory ’ means that 
the board's staff, instead of being 
scattered over a very wide area, are 
working together. They are all 
working the same way, the quickest 
way, the most efficient way—and in 
surroundings that they like. There 
is the minimum of delay, the maxi- 
mum of control. It all adds up to 
lower costs for the board and a 


better service to the public. = ew 








London, S.E.1. 


This firm found that typing invoices was a 


bottleneck in meeting orders. 


Now a simple idea 


produces invoices automatically in the warehouse. 





Paperwork 


Keeps Pace 
With Orders 


by Robert Wendell 


T their London 
Spicers Ltd., paper mer- 
chants, handle 650 orders a 
day, most of which are supplied 
from their Battersea 
miles 


warehouse 
away. Communi- 
cation between the office and ware- 
house has been by teleprinter for 
many years. Nevertheless, the sys- 
tem used until recently involved 
duplication of work and delays 
Incoming orders were transmitted 
to the warehouse by teleprinter on 
plain paper. Three teleprinters 
received these messages which were 


several 
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office, 


then passed to four typists 
who transferred the information 
from the plain sheet on to an 


invoice set. 

Delays at the warehouse were 
such that goods were sometimes 
ready for dispatch before the docu- 
ments were prepared. And if the 
typists in the invoice section were 
particularly busy the goods, loaded 
and ready to go, had to wait. 

Now this paper flow has been 
streamlined. A new type of 
stationery is used, which cuts out 
the need for typists and the delay in 


dispatch Instead of plain paper 
messages are now received by the 
warehouse on three-part dispatct 
sets. Immediately the documents 
come out of the teleprinter they are 
ready for dispatch with the goods 


The system 

Under the old system the tota! 
number of documents used fron 
the placing of the order to the dis 
patch of the goods was 12. Now 
only seven are needed. Saving in 
stationery is about £1,000 a year 
More work is handled at less cost 
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all- 

purpose, 

vw direct- 
class entry 


Now available ina A C C O UN TING 



















special version 
with short-path 
= multiplication in MA CHINE 
= sterling for interest 
computation and 


- Applicable by the addition of an 
simultaneous F 


INN 


ledger posting. automatic paper tape punch to automative— 


com puter-controlled —accounting. 


(National-Elliott 405 System). 


THE NATIONAL CASH REGISTER COMPANY LTD - 206-216 MARYLEBONE ROAD ~ LONDON NWI * TEL: PAD 7070 - Branches in all principal business centres 
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rent a NEW factory 
FROM 9° PER SQUARE FOOT 





get the benefit of 


25° GRANTS towards GAPITAL OUTLAY 


These are only two of the reasons why over 130 British and American 
firms have set up in Northern Ireland since 1945; and many have 
expanded beyond their original plans, some by two and three times. 


Here are some more reasons... 


%* New, modern factories are already built, ready to 
walk into and with all services laid on. Sizes 
range from 2,000 to 73,000 sq. ft., with space for 
at least 100°, expansion. 


* Alternatively, standard factories like the one in 
the picture can be built to order on a site of your 
own choosing. Rents for both these types of 
factories—from 9d. per sq. ft. for the first ten 
years. 


* Financial assistance includes an automatic annual 
grant of twenty-five per cent toward the cost of 
new and second-hand equipment (limit £100,000 
in any one year) plus twenty-five per cent of the 
cost of new buildings—limit £50,000 per annum. 


* Alternatively for projects of special value to the 
Northern Ireland economy there is an extensive 


GO TO NORTHERN IRELAND—AND GROW 


For full details of factories available now, and of the Factory Building Service as a whole, write to 
DEPT B 3, NORTHERN IRELAND DEVELOPMENT COUNCIL (CHAIRMAN, THE VISCOUNT CHANDOS), 
13 Lower Regent Street, London, S.W.1 (Tel: WHIrehail 0551) 

or: 99 Park Avenue (7th Floor), New York 16, N.Y., U.S.A. 

or if you prefer to THE MINISTRY OF COMMERCE, BELFAST. (Tei: 28271). 


range of grants to which the above limits do not 
apply. Loans are also available. 


* Special purpose factories may also be built for 
you. These can be of unlimited size and may be 
financed on attractively long repayment terms. 

* Plenty of adaptable labour is available. Three- 
shift working is possible and labour turnover and 
absenteeism are low. 


* Belfast is only 90 mins. by Viscount from London 
Airport. Air, sea and road freight services are 
speedy, efficient and economical. 

* Scores of firms will tell you of the reputation of 
the Northern Ireland Ministry of Commerce for 
endless and constructive helpfulness with every 
problem, large and small, that may face a firm 
setting up in a new territory. 
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and customers are better served. 

At the London office orders are 
received by post or telephone. Each 
telephone order is transferred to an 
order form to which an * extension 
slip’ is attached. Postal orders are 
not usually re-written. The price is 
added and orders then pass to stock 
control section where the 
are adjusted and cost prices of the 
quantities required are marked on 
the orders. The documents then 
go to the invoicing who 
total the individual items 


records 


section 


From the order and slip the tele- 
printer operators now make out a 
four-part invoice. The top copy ts 
sent to the customer, the second to 
the accounts department, the third 
to the sales representative, and the 
fourth to the sales department for 
records 


Simultaneously a three-part set ts 
produced in the 
printers at the Battersea warehouse. 
The top copy of this set is sent 
round the warehouse From its 
instructions, paper is brought from 
stock, perhaps cut and repacked, 
and then made ready for dispatch. 
Copies two and three are advice 
and receipt notes respectively, the 
top copy being eventually filed for 


receiving  tele- 


reference. 


This system makes seven copies 





At the central London office, invoices are typed on special stationery. 
Simultaneously, they are reproduced at the Battersea warehouse. 


do work which previously required 
12 

Previously paper 
copies were obtained at both the 
office and warehouse. Then, from 
one of the warehouse copies a six- 
part invoice was typed—invoice to 
the customer, packing note, 
delivery note, accounts copy for 
ledger posting, statistics copy and 
file copy. 

The typists who worked at the 


three plain 


warehouse are no longer necessary, 
and have been 
elsewhere. Two more teleprinters 
have been installed, making five at 
each end of the line. One of these 
at each end is kept free for sending 


made use of 





The special stationery used in the teleprinters is in a continuous reel, At 
the Battersea end the three-part sets of invoices are first separated from 
each other (left) and then the three copies are ‘snapped’ away from the 


carbons (right) 
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for distribution 


throughout the warehouse. 


corrections and as_ reserve 
machines in the event of break 
downs 
New stationery 

The warehouse set of forms 


passes through several hands. It 
would be easy for them to get 
separated and time would be lost 
gathering them together. Yet they 
must be readily separable when the 
order is ready They need to be 
firmly, but not permanently 
attached 

So to get the most out of their 
invoicing procedure Spicers 
have introduced a new type of 
stationery which is ideal for the job. 
Called Cat-Tab, each set comprises 
three (or four) copies with two (or 
three) carbons. The forms are per 
forated down the left-hand side 
giving a detachable margin, which 
is stapled. The carbons are slightly 
narrower than the forms so that a 
similar margin is left on the right- 
hand side to which the carbons do 
not extend. If the margins are pulled 
sharply apart the forms separate 
quickly from the carbons 

The sets are continuous in the 
teleprinter and are torn off indi- 
vidually as used. 

All stationery used in Spicers’ 
teleprinters is specially designed for 
use in such machines. Since the 
teleprinters have a sprocket wheel 
to feed the paper forward, the 
stationery used has appropriate 
sprocket holes in the margin. 24? 


new 
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Your payroll 
preparation 





will cost 
less with 
Continuous 






If your payroll is produced on a tabulator or computer, 
continuous envelopes are an obvious choice, as the whole 
job can be done on one run through the machine. No bother 
with payslips or danger of transcription errors where the 
amount has to be hand-written on to a separate envelope 
Wages are made up from information printed on the envelopes 
and a greater measure of accounting control is secured, as the 
payroll total is automatically produced on the tabulator. Opaque 
for printing one side, transparent the other for visual wage count, 
these envelopes are immediately available in various 
types of make-up 


Self-seal adhesive is now available on Continuous Envelopes. 









P 4 » 

Patent No, 536628. Other Patents pending. 8 To FANFOLD LTD, Bridport Rd. Edmonton*® 
8 N18. Please send me your Business Practice © 

8 Report No. P.8, on the advantages secured ¥ 

B by the use of Fanfold Continuous Envelopes. § 

: f | 
or Ttorm : : 

g@ NAME................. 

t ' 

STATUG......... t 

a 

COMPANY'S NAME. ..............csc0-sses0e00+: i 

FANFOLD LTD., BRIDPORT ROAD, LONDON, N.18 : : 
EDMonton $404 (6 lines) Shaisinn: thiatiaiiiek Snead Dininns ih srnswreserervenseunaoenasnatonnenseienennepemenenennersnst 8 
City Sales office 74-75 Watling Street. London. E.C.4 City 3781 p ADDRESS ee ; 
GLASGOW NEWCASTLE BIRMINGHAM MANCHESTER ' ‘ 
LEICESTER LEEDS CARDIFI BELFAST DUBLIN | pee Eons ssainansdiidsieaiada a sone 
aww ew ew ew ew ee ee 


BUSINESS 








SUN BS Se 


ee tee 


CACO 


Se SN aoe 











i a 











aaa tee 


Loer—s 


New EQUIPMENT 


@ OFFICE 


@ WORKSHOP 





@ CANTEEN 





New filing system 
needs no cabinets 

Neither cabinets nor cupboards 
are required for the newest version 
of the Vistafile lateral suspended 
filing system. The files, which are 
held diagonally to the observer for 
easy visibility, are supported on a 
framework which may be 
standing or fastened to a wall. 

The framework is of sturdy 
slotted steel, into which brackets 
may be inserted at any point. The 
brackets support a rigid rectan- 
gular frame from which the files 
hang. 

In free - standing installations, 
files can be supported on either 
side of the metal posts. Whether 
free-standing or wall-mounted, the 
units can contain as many tiers of 
files as the owner wishes, each 
being adjustable for height to suit 
the needs of the filing clerk. 

Versatility is the special virtue 
of the system. One or more frames 
of files can, for example, be placed 
at any level on the wall near a 
desk. Much floor-space could be 
saved by placing the files only on 
the upper surface of the wall, 
leaving the lower levels clear. The 


free- 





Space-saving wall fixture 
MARCH, 1959 


‘open’ look of the free-standing 
installations makes them more 
attractive to the eye than a series 
of heavy cupboards. 

Dust cloths or plastic covers 
could easily be used to keep dirt off 
the files when not in use. 

Enquiry Ref. No. 03/1 


Light truck carries 
office documents 
Suitable for office use on account 


of its lightness and ease of manceuvre, 
is a new truck. It would be equally 








Grey or green finish 


useful for carrying files, cartons of 
punched cards, or heavy ledgers 
between offices. 

The truck is 38in. high, 19in. wide 
and has a I6in. platform. Made of 
lightweight tubular steel, it is finished 
in grey or olive green. Price is 
moderate. 

Enquiry Ref. No. 03/2 


Posting trolley 
saves space 

Economically priced, a new 
posting trolley takes two standard 
ledger card trays. These are placed 
side by side, facing the operator, 





Stows away under table 


and a small gap is left between 
them so that cards can be pulled 
sideways, if necessary. 

On either side of the tray com- 
partment is a partitioned space for 
storing documents or stationery. 
Below it is a full-sized tray. The 
trolley is made of lightweight 





| How to get 
| Further 
Information 


Executives can obtain 
| full details of products 
reviewed in this section of 
BUSINESS by using one 
of the New Equipment 
Service cards facing page 

104 of this issue. 

Each item in the 
section has a reference 
number. The numbers of 
items on which further 
information is requested 
should be written clearly 
on the card. 

The service is free and 
no postage stamp is 
needed. 








* Equipment included in this survey is selected for its news value alome. Manufacturers are 


invited to submit details of new and interesting products for consideration. 


graph should accompany each item submitted. 


Aa original photo- 
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Melaaia- 





metal, finished in silvery grey, and 
has swivel castors. 

Designed for space saving, it has 
a double-hinged locking lid which 
folds flat against the back when 
open. When not in use, it can be 
wheeled beneath the flap of an 
accounting machine table. 

Enquiry Ref. No. 03/3 


Typewriter cuts 
duplicating costs 

Firms which use large quantities 
of hectographic duplicator masters 
can reduce carbon costs signifi- 
cantly by using a typewriter with 
a hecto ribbon. One such machine 
is the Adler Spirityper, the ribbon 
mechanism of which has been com- 
pletely redesigned. 

There are three improvements. 
First, any wastage of ribbon during 
tabulation or use of the carriage 
release lever has been eliminated. 





Uses paper ribbon 


Second, the ribbon feed has 
additional rollers and _ tensioners 
for better operation, and incor- 
porates a spool to collect used 
ribbon. Third, Perspex covers on 
both trays prevent the machine or 
operator being sprayed with carbon 
dust. 

The machine has a 13in. 
carriage; is as Clean to use as an 
ordinary typewriter, the makers 
say. 

Use of the Spirityper cuts costs 
in two ways. The hecto-carbon 
paper ribbon is more economical 
than sheet carbon because every 
inch of the surface is used; and 
typing output can be increased 


112 


because the operator wastes no 
time in assembling carbon and 
master sheet. 


Enquiry Ref. No. 03/4 


Autographic registers 
are easily loaded 

A practical feature of two new 
low-priced autographic registers 
is the ease with which they can be 
loaded. Also, the control mechan- 





Made of light plastic 


ism is so simple that operation is 
foolproof and there is little to go 
wrong. 

There are two models—one a 
lightweight portable, the other 
larger. The portable model takes 
up to 40 five-part sets; the large 
register up to 100 seven-part sets. 
The latter is lockable and carbon 
copies are retained in the interior. 

Both are made in three sizes, for 
forms 6in. by 4in., 84in. by Stin. 
and 84in. by 84in. 

Enquiry Ref. No. 03/5 


High speed machine 

counts notes, sheets 
Banknotes, or sheets of paper, 

labels, etc. in any size from about 

2in. by 3in. to 12in. square, are 

counted at speeds of 1,500 per 





Stands on table top 


minute in the new Vacuumatic 
Mark VIII. This is made in two 
sizes—one for a total count of 100 
at one time, the other for a total 
of 500. (There is no automatic 
stop mechanism between the zero 
and total in either case ; that is, the 
machines are not designed to count 
in, say, tens or fifties.) 

The Mark VIII is small enough 
to stand on a table top. Its top and 
sides are made of grey or red 
Stelvetite, a plastic-coated steel 
which is durable, easily cleaned 
and attractive in appearance. 

Enquiry Ref. No. 03/6 


New walichart uses 
magnetic signals 

Versatility and simplicity are two 
characteristics of the new Magnet 
Dispo walichart. Versatility is 
achieved by having no permanent 
fixture or marking of any kind on 
the board; simplicity by using 
magnetic signals. 

A metal board, available in 
various sizes, is surrounded by a 
frame. Over this is placed a sheet 








Label-holding signals 


of paper which the user rules out 
to his own requirements. Finally 
a sheet of transparent plastic goes 
over the paper to protect it. 

The magetic signals, which cling 
firmly to the board in spite of the 
intervening layers of paper and 
plastic, are equipped with channels 
Into these, marked and colour- 
coded paper strips are slid and are 
protected by plastic strips. 

The chart is not expensive. But 
as the magnetic signals are the most 
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Telephone: 
SLOane 520! 








Whether you work in crowded London or some 
more tranquil spot, Art Metal EL-UNITS will 
give you additional ‘elbow room”. 


A variety of standard tops and pedestals provide 
more comfortable and efficient work units than 
conventional desks—often at less cost. Arrange 
them how you wish—extend them when you 
wish. And glazed panels can be added if you want 
8 greater privacy. Get to know all about this latest 
development by returning the coupon below. 



























To: ART METAL CONSTRUCTION COMPANY, 
201 Buckingham Palace Road, London, $.W.!. 
Please send Catalogue No. 604 
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costly item, they are sold in dozens 
to avoid unnecessary outlay. 
Enquiry Ref. No. 03/7 


Folding machine is 
easily adjusted 

Perhaps the most attractive fea 
ture of the Model 75 electric 
folding machine is the orderly way 
in which the finished documents are 
delivered. Instead of being thrown 
out higgledy-piggledy, these are 





Neat delivery and stacking 


ejected under a metal slat which 
ensures that the papers are presen 
ted tidily and same side up. 

Paper of any width between 
24in. and 9}in. and any length 
between 3}in. and I4in. is accepted 
by the machine. It will make 
six different types of transverse 
fold. If cross-folding is also 
required, the folded documents may 
be re-inserted, endways on. The 
machine will also take stapled sets 
of papers. Adjustment for different 
folds is easily made. 


Enquiry Ref. No. 03/8 


‘Fastest ever’ coin 
handling machine 

A new coin sorter and counter 
is said to be the fastest ever pro- 
duced. It works at an average rate 
of £2,000 per hour. 

All seven English coins can be 
dealt with in either four mixed 





Counts and sorts 


silver or three mixed copper de 
nominations. The machine can 
easily be adapted to handle coins 
of any denomination or currency 
or to take tokens. 

Electrically operated, the 
machine is fitted with automatic 
cut-outs which sort and count coins 
into bags of 5s. to £5 values as 
required. Operation is simple. The 
mixed coins are merely loaded into 
the automatic feed, and filled bags 
are removed. 

Enquiry Ref. No. 03/9 


LET NOBLE LOWNDES ADVISE YOU ON 








Staff Pensions 


Since no two businesses are identical every pension 
scheme must be individually designed and serviced if 
it is really to fulfil the requirements of the employer. 
Widely varying degrees of seniority, length of service, 
productivity, responsibility and remuneration must 
be balanced and assessed against the background of 
the financial and administrative structure of the com- 
pany or firm in question. This is a job for specialists. 
NOBLE LOWNDES are the largest and most ex- 
perienced pension scheme consultants in the British 

Commonwealth. They have pioneered every 


major development in pension planning im this 
country for the past 25 years, including, for example, 
the first Top Hat scheme, and also the first cash 
gratuity scheme to be insured for hourly-paid 
employees. 

NOBLE LOWNDES employ actuaries, accountants, 
statisticians, legs! and taxation experts, and other pen- 
sion specialists selected from 48 different insurance 
companies. Each of the 3,500 Companies—large and 
small—among our clients receives the same high 
degree of individual attention and service. 


Let NOBLE LOWNDES advise YOU on STAFF PENSIONS. 
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NOBLE LOWNDES HOUSE - LOWNDES ST: BELGRAVIA - LONDON « SLOANE 3465 (15 LINES) 


Branches and 
Associated Companies 


at Home and Overseas Sydney and Wellington 


BRITISH ISLES Belfast, Birmingham, Bristol, Cardiff, Cork, Dublin, Glasgow, Hull, Leeds, Liverpool, 
London. Manchester, Middlesbrough, Newcastle upon Tyne, Nottingham, Romford and Sheffield 
OVERSEAS Auckland, Bulawayo, Capetown, Durban, Johannesburg, Melbourne, Nairobi, Salisbury, 


Also represented throughout Canada and the United States of America 
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BEFORE YOU 
BUY 
DICTATING 
MACHINES 





CONSULT 
THE 
PEOPLE WHO 


PIONEERED 
THEM... 








DICTAPHONE 


DICTAPHONE CO. LTD., 17-19 STRATFORD 
PLACE, LONDON W.1. HYDe Park 9461 
and branches all over the British Itsies 
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saves my time—saves your time— 
saves post time 


— 
= + 
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a 


multi-value “any 
office’ postal franker 













AT LAST although my 
office is smaller than most, | 
no longer have to keep 
| postage stamps. AUTOMAX is 

so simple and foolproof to 

operate and it instantly gives 
|} me any value of postage 

in one operation between 

4d. and 4. 19. 11$d.—a 

lesser maximum if you wish. 

It also prints my company’s advertisement on everything I post, 

including circulars, invoices, letters, airmails or even parcels 
| Franking my post with AUTOMAX certainly is a boon—no stamps 
| to buy, stick on or check, it’s even goodbye to that old Post Book-—— 
| it never did balance anyway. Yes, AUTOMAX saves my time and 
therefore my boss’s money because it saves post time—why not 
write for full details — Now. 


AUTOMAX is the latest model by 


__ Fednkopost 


FOLDOPOST DIRECTOR TOTOMETER 
letter folder) (cheque signer (counter and imprinter) 


[-------------------------- 





UNIVERSAL POSTAL FRANKERS LTD. Victory House, i 
| 101 Regent Street, London, W.1. Tek Regent 2249 
l Please send me details of | 
1 AUTOMAX [] DIRECTOR CT ! 
I FoLDoPost []} TOTOMETER Cj ! 
1 : I 
i NAME —— 1 
| ADDRESS ‘ = | 
1 — 
Lomanenasevesendenssnenanendacnenndannee 
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These 5 experts create more space at less cost 





How? Ring HOW 1271 


How do you increase useful space without the expense of adding to it ? Waddells Free 

Planning and Advisory Service solves the problem. This completely free service represents the specialist 
knowledge and ability of 5 Waddells experts. Today, this team is helping top British 

organisations to solve their space and storage problems—at less cost, in less time—with steel 
equipment by Waddells. Call on the Waddells team for free professional advice in solving 

your space problem. Ring HOW ard 1271 or send your letter-head marked ‘lockers’/‘cupboards’/ 
‘partitioning’/‘racking’, as required, for illustrated brochure. 


Top organisations use Waddells stee/ equipment 


















Admiralty British Thomson-Houston Co. Ltd. General Electric Co. Ltd. 
Boots Pure Drug Co. Ltd. British Transcort Commission Hawker Aircraft Co. Ltd. 
Briggs Motor Bodies Ltd. Central Electricity Authority Hoover Ltd. PARTITIONING 
B.0.A.C. Ford Motor Co. Ltd. imperial Chemical industries Ltd. “= 
| bbe 

WA ATID DEL. a 

seniimenaned ut 
(STRATFORD STEEL EQUIPMENT) LIMITED 2s E>: i u 


STRATFORD WORKS, MILLMARSH LANE, BRIMSDOWN, ENFIELD, MIDDLESEX 


Telephone: HOWard 1271 


SPAGE-MAKERS FOR BRITISH INDUSTRY 
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WORKSHOP 


Foil labels are 
easy to fix 


No drilling or riveting is needed 
to affix Metal-Cals, adhesive 
backed, aluminium foil labels. They 
stick to almost any smooth, clean, 
cohesive surface. 

Soaked face-up on a _ water 
saturated pad for three minutes, 
they are dried and the Cellophane 
backing peeled off. They are then 
pressed firmly into position on the 
pre-cleaned receiving surface 

Ideal for instruments and elec- 
tronic equipment, they are available 
in a wide range of colours 


Enquiry Ref. No. W3/1 
Fast loading 
without spills 
Fitted with a new hydraulic 
attachment, the Scwt. Mackaness 
Vertiswing enables an _ operator 


rapidly to load (or unload) open 
containers on a_ lorry without 
spilling. Auxiliary stay members 
produce a parallel linkage motion 
and ensure a stable lift at all times 

irrespective of the balance of the 
load. 

Designed to be carried on a lorry, 





Platform stays horizontal 
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the Vertiswing has a 2ft. lin. by 
2ft. 6in. lifting platform which is 
open at each end to allow for over- 
hanging loads. Hinged platform 
supports allow the assembly to fold 
flush against the lorry side when not 
in use. 

Hydraulic fluid is supplied at 
6001b. p.s.i. direct from a pump 
unit to a two-way valve, which is 
controlled by a manually operated 
lever fitted to the platform 

Fitting takes less than a day, and 


the entire unit can be quickly 
transferred from one vehicle to 
another. 


Enquiry Ref. No. W3/2 


Machine erects 
box cut-outs 

Flat * erect-it-yourself ’ boxes are 
easier to handle and store, and cost 
less than the ready-made type. To 
give these advantages to more 
packers of shoes, shirts, dry foods, 
etc.. a machine is available that 
erects between 1,600 and 1,800 
boxes a day and which can be 


bought outright or hired for 
£11 16s. a month. 

Glue, with the machine's 
hydraulic pressure of 4}. tons, 


produces rigid, durable boxes from 
flat cut-outs. The machine needs 
only one unskilled operator. At 
optimum output, savings of 4d. per 
box are normal. 


Enquiry Ref. No. W3/3 


Lifter simplifies 
stacking, loading 

Sacks, barrels, even open con- 
tainers, can be rapidly raised or 
lowered many feet and automatic- 
ally swung safely into the receiving 
area with the Dumbo lifter. 

The lifting platform rises as soon 
as a load is placed on it, and will 
automatically st@p at any required 
height, turning through 180deg. or 
less. 

Available in any height or size, 





High stacking made easy 


capacity as a vehicle 
2cwt. The machine is 
the undercarriage being 
on four  rubber-tyred 


its lifting 
loader is 
mobile, 
mounted 
wheels. 


Enquiry Ref. No. W3/4 


Tug hauls a 
4-ton train 

Economical to run and maintain, 
the Wrigley driver-controlled elec- 
tric tug has a hauling capacity of 


Enquiry 
Service 


The enquiry reference 
numbers after each item 
provide a simple method 
of getting further inform- 
ation on the products 
concerned. 

Use the New Equip- 
ment Service cards facing 
page 104. No postage 
stamp is needed. 
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Economical to run 


4 tons and is designed for use with 
four-wheel industrial trailers. 

The motor develops 2.3h.p. at 
1,500 r.p.m. Steering is direct by 
handlebar mounted on the power- 
unit assembly or by geared steering- 
wheel control. Braking is on the 
rear wheels. 


Enquiry Ref. No. W3/5 


Easy inspection with 
light-up probes 

For the internal inspection of 
hollow objects come two new 
Mirotilt probes, 12in. and 24in. in 
length. Both are illuminated and 
are designed for inspecting boiler 
tubes, pressure vessels, hollow cast- 
ings, engines, turbines, etc. Each 
has a single mirror which can be 
controlled while searching by a 
push-button at the handle. 

Power for the small bulb which 
illuminates the mirror and the area 
under examination is supplied by a 
torch battery in the screw-on 
handle. 


Enquiry Ref. No. W3/6 


Magnetic chuck takes 
heavier loads 


Relatively heavy milling is only 
one use of the Crown-Permag per- 
manent magnetic chuck. Designed 
for powerful magnetic hold, it has 
an extremely stable top face and 
deflection of this face when in the 
‘on’ position is virtually eliminated. 
Substantial back and end stops take 
heavy end thrusts. Standard range 
is up to 24in. by 12in. when rect- 
angular, and 15in. diameter when 
circular. 

In addition, chucks of especially 
high magnetic power can be 


obtained for holding material of 
very thin section for grinding. 


Enquiry Ref. No. W3/7 


Empties drums or 
barrels by air 


Capable of delivering liquids 
smoothly at the rate of 15 gallons 
per minute (without fluctuation or 
pulsing), the Suba Model 108 air- 
operated dispenser is fully auto- 
matic and requires virtually no 
attention. Apart from the delivery 
valve, which is manually opened 
and closed, there are no moving 
parts. Wear is negligible. Changing 
from one liquid to another means 
a simple flush out. 

Easy to handle, the dispenser 
consists of a solid steel tube riser 
pipe with aluminium valve body, 
air regulator body and barrel 
adapter. Valves, stems and air 
regulator are of brass. Where con- 
tamination has to be avoided, the 
whole unit is available in stainless 
steel. 

To operate, the barrel cap is 
opened; then the dispenser is 
screwed in and connected to an air 
supply. No priming is necessary. 
Being pressure operated, it delivers 
over long factory lines. 


Enquiry Ref. No. W3/8 


Thermometer is robust, 
easily read 


Designed to replace the brass- 
cased glass type, the ‘Clyde’ VB. 





Clear, simple dial 


industrial dial thermometer is com 
pensated against *‘ creep’ due to the 
case heating and cooling. It is in 
essence a bi-metal strip, the move 
ment of which enables the instru 
ment to be calibrated accurately 
over its entire range. An easily read 
3in. dial scale can be deciphered 
at a considerable distance. As no 
glass is used it is extremely robust 
Standard ranges available are 
0-300deg. F. and 40-240deg. F 
0-160deg. C. and 10-120deg. ¢ 
Enquiry Ref. No. W3/9 


Long-lasting 
floor finish 


A tough, non-slip, plastic floor 
treatment, Glitso Matt, is heat 
resistant and is not affected by 
alcohol, detergents or dilute acids 
It has a clear finish and needs no 
polishing; sweeping will suffice. 
stains being removed with a damp 
cloth. 

It is easily applied by brushing 
on the surface; two coats, with a 
light sanding when the first is dry. 
are recommended. Normal drying 
time is two hours. When the film 
shows signs of wear in doorways 
and passages, it can be repaired 
with Glitso Gloss. Simply poured 
on to the worn section, it dries in 
ten minutes, and is indistinguishable 
from the original. 


Enquiry Ref. No. W3/10 


Cutter works under 
all conditions 


Operated by a clockwork motor 
that gives smooth and steady action 
under all working conditions, the 
SF. Colibri cutting machine saves 
time, trouble, oxygen and acetylene 

The machine has a heavy spring 
operated motor housed in a chrome 
finished sheet-steel box. The drive 
is by a toothed traction wheel fitted 
to the motor housing and fully 
protected from heat emitted by the 
blowpipe. 

The blowpipe holder is adjust- 
able and cutting speed may be 
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... using costly, out-of-date printing and duplicating 
methods is costing us hundreds, yearly! 


Economy conscious business heads 
are thinking again about printing 
and duplicating. They're turning to 
xerography and making four figure 
savings—30*%, and more on printing 
costs ...80°, and more on plate making 
costs! Xerography—the revolution- 
ary new printing process makes a 
mester from original matter in five 
minutes for running on any offset 


litho duplicator—at a cost of... 4d! 
Think what this means in time and 
cost... under your own roof you can 


run off thousands of copies in minutes 
from the word ‘go’, you can print 
many more of your own manuals, 
forms, documents and drawings... 


print them sharply and clearly— 
just like the original. 


Saving in cost and time over old 
duplicating methods is enormous 

Your typists need no longer waste 
time typing stencils (or masters) 
and checking, (orinre-typing them 
when spoiled). Corrections are 
made by merely pasting in cor- 
rection slips and making a new 
low-cost XeroX plate. More —as 
xerographic equipment can reduce 
copy size by a third or more, you 
can make 30% paper cost saving, 
alone! 

Xerography a fast, dry, versatile 


RANK-XeroX LIMITED 


33-41 


MORTIMER STREET, LONDON, W.! 


MUSeum 5432 


Agents and representatives throughout the world 
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process requiring no chemicals, sensi- 
tised paper or dark room. . . easily 
operated by your existing staff after 
a few hours tuition. 


Let us show you how xerography will benefit 
your particular organisation. 


Ask your secretary to attach this coupon 
to your letterhead. 


| 

My Company is interested in how tt can cu! office | 
printing pying and duplicatingcosts through the 

of rerography. Further details, please : 

Name | 

Position | 

: Company Address | 

| | 

| | 

| B/sis- | 
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New EQUIPMENT 





WORKSHOP 





adapted for sheet thicknesses 
ranging from tin. to 3 in. 

For cutting rings and flanges an 
adjustable square rule of 11}in. 
length with centring pin is provided 
A counter-weight gives extra weight 
on the centring pin. For cutting 
large circles a larger rule can be 
fitted. 

Enquiry Ref. No. W3/11 


Wrapping machine 
is quicker, cheaper 


Flat objects and articles with soft 
or irregular sides are wrapped ten 
times faster than by hand with 
15 per cent less material by the 
Chekmian heat-seal wrapping 
machine. It makes packs up to 
12in. long, 8in. wide and 2in. high. 
Adjusted in three minutes to take 
another size, it can handle a range 
of goods in quick succession. 

The article is placed on a sheet 
of either polythene or cellulose 
film, fed into the machine and then 


120 





Neat wrapping aids selling 


automatically tucked, folded and 
heat-sealed. A neatly finished pack- 
age is produced. 

Enquiry Ref. No. W3/12 


Gripping problems 
solved by pivoted vice 


A pivoted turret jaw makes the 
Dohm-Wilson vice ideal for grip- 
ping angles, timber and bars of 
various shapes and sizes. 

Horizontal work is held in a 
long V groove across the face of 
the jaw. Irregular shaped work is 









securely held without clamps or jigs 
by the jaw adjusting itself to ensure 
multi-point contact. 

Undue stress is also avoided 
because all work is held across the 
centre of the vice without inter 
ference from the actuating screw 
Greater speed and accuracy of 
operation are possible with less 
likelihood of accidents. 


Enquiry Ref. No. W3/13 


Floor cleaner 
gets in corners 


Designed so that corners and 
crevices can be cleaned thoroughly 
the Turmix floor maintenance 
machine sands, scrubs, waxes and 
polishes and needs no skilled 
labour. 

Slender, rectangular elements 
move elliptically and simulate a 
high-speed hand movement, which 
gives a uniform finish even to an 
irregular floor. There is no centri 
fugal force and consequently no 
spreading of dust or splashing of 


+ 


Factory 
Equipment 
Exhibition 
Earls Court 
(April 7-17) 
Stand H.14 


Flexello 


CONSTANT QUALITY 


CASTORS 


Choose your castors from the largest rang 
in Europe. Flexello will meet your spec 


requirements individually, while our fabricating 
division designs and manufactures ‘‘special’’ castor 
illustrated are a small part of our vast range. 

\ &@ 


a —<\ Write for illustrated leaflet to Dept. B 
FLEXELLO CASTORS & WHEELS LTD., SLOUGH, BUCKS. Tel: SLOUGH 24!2I & 


for extra heavy and difficult applicatic 


err? 


PY 
x 
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Managers and buyers in works and offices 






all over the country specify Flo-master for 
all forms of marking because it is the most 
reliable medium available today 


-and for 
STENCILLING 


The King Size for heavy industrial 
purposes is either used with the 
normal felt tip or with an inter- 
changeable head to provide a constant 
feed stencil brush. 


There are a hundred and one uses for 
Flo-master. 


Fade-resistant 
colours. 





inks available in 10 


KING 
SIZE 


Interchangeable felt tips provided for 
different widths of line. 


lo-master 


| FELT TIP PEN 


Send for illustrated leaflet 


CUSHMAN & DENISON CO., LTD. 
DEPT. G, 215/217 Coldharbour Lane, LONDON, S.W.9 


Telephone: BRixton 0747-8-9 





























FEAST or 


FAMINE ? 


This vacuum-operated 
“Junior” tube system 
brings to all business 
organisations a means of 
speedy and safe 
transmission of documents 
and other small items 

in carriers between 

two given departments 

up to 150 ft. apart. 

The constant fiow of paper work 
eliminates the “Feast or Famine" 
element. With an approximate 
speed of 30 ft. a second 

this “** 


Messenger'’’ saves many 


hours of valuable time and money. 


THE NEW 


CABINET JUNIOR 


Lamson Engineering Company Ltd. 
Hythe Road, London, N.W.10. 
Telephone: Ladbroke 2424, 


A member of the Lamson industries Group 
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New EQUIPMENT 











Gets into corners 


water. Operational elements can be 
changed in seconds. 
Enquiry Ref. No. W3/14 


Welding aid cuts 
out arcing 


Described as the most robust 
earth clamp available, the Interlas 
clamp has heavy copper braid con- 
necting its two jaws to eliminate 
arcing at the pivot. The spring grip 
is powerful and positive. The result 
is a practically fool-proof earth 
connection. 

Enquiry Ref. No. W3/15 





THE SHANNON 





Functional Office Furniture provides 









CANTEEN 


Paper squares 
cut canteen bills 
Designed for company dining 
rooms, Kleenex paper squares are 
made from pure white, three-ply 
cellulose wadding. They measure 
15in. square with embossed edging. 
Wet-strength treatment makes 
them strong, absorbent and non 
fluffing. Packed 100 to a box, they 
look like cloth and cut out laundry 
bills. 


Enquiry Ref. No. C3/1 


Hot cupboard is 

easily cleaned 
Thermostatically controlled and 

available in four standard sizes, the 

Mayland hot cupboard is designed 

to hold stainless steel containers, 


elbow room "’ steel framework, 
any decor. And ‘ 


Shannon * 846 


GRINGS «4+. 


Time & Motion study to your OFFICES 


Does work flow easily and quickly between clerks, typists and 
machine operators in your office? Is there a lot of unneces 
sary movement? Have your staff enough “ 
Does the accommodation seem too small? 

We cannot push your office walls back to give you greater 
working area, but—we can plan and fit more people into /ess 
space and yet provide greater desk area! . 
units which can be 


Od 


Patent applied fo 


FUNCTIONAL 
FURNITURE 


arranged in a variety of layouts to reduce employee travel and 
ensure efficient work flow Made from wood and built on a 
“846° will last for years Steel drawers 
can be supplied faced in a variety of colours to tone in with 
846" is inexpensive to instal 

May our O & M Man call and discuss ‘ 846 ' Functional Office 
Furniture with you 
and demonstrate how more people can work where fewer work 










Thermostatically controlled 


standardized for interchangeability 
The cupboard is supplied with 
steam from an automatic generator 
incorporated within the framework 
of the unit. Doors and shelves are 
removable for easy cleaning and a 
small panel houses all controls 
Bodywork is available in_ stove 
enamel, vitreous enamel or stainless 
steel as required. When built into 
counter units, panelling can be 
designed to suit surroundings 
Enquiry Ref. No. C3/2 


















If you wish, he will plan your office 







at present and how 
efficient ** work-flow "" will 
speed up output. Write (or 
phone) saying when it will 
be convenient for him to 
call without obligation 
of course 


The Shannon Ltd. 


48 Shannon Corner, 
New Malden, 
Surrey 




















Branches throughout the 
country 
Shannon Trade Mark 
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GERMAN INDUSTRIES 


FAIR 1959 


26 APRIL-5 MAY 





For details apply to SCHENKERS LTD., 

le Shipping & Forwarding Agents, 

Largest Fair in Europe — over Pping Royal poe! ee 
4,000,000 sq. ft. exhibition space — 13 Finsbury Square, London, E.C.2. 
Telephone: METropolitan 9711 (15 lines) 


over 4,000 exhibitors. 
Telex: London 22625. 











“I’m afraid | can’t tell you 
offhand, Gentlemen ’”’ 







We 


Not the sort of admission any executive cares to make 
like to feel we are right on top of the job. 

Many of us are, of course. Particularly those who know the 
importance of easily accessible records. Not just records that 
have grown up higgledy-piggledy, but efficient visible records, 
specially tailored for the department 

A Vistem Visible Record System tells you the position in a 
flash, reduces the human factor to the absolute minimum. Why 
not call in your local Vistem man? His job is to tell you how 
it will fit your needs. He will produce free either a rough 
or, at your choice, a finished suggestion—and either a rough 
or a detailed idea of the cost 







The Mobile Unit shown is one of over 40 
Vistem Units 


Vistem Mobile 
Unit 






An office equipped with 








L OF 2 aa soe ots oe ots ee Os oe & 1 oe | Vistem| 





Systems Division, IDDESLEIGH HOUSE, CAXTON STREET, LONDON, S.W.! 
Telephone: ABBey 3675 Works : Sutton and Bath is an office equipped for business 
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MOUNTI 


safety steps 


with 
the 
LOCK 
and 
ROLL 
castors 





LOCKS 


... automatically tothe 
floor when you step on. 





ROLLS 
. on ball-bearing 


castors when you 
step off. 


Ideal for factory, stores, shops, dairies, 
bakeries, schools . . . in fact anywhere in- 
doors or out where safety, efficiency, 
corrosion resistance are important. 


* All-welded construction. 

* Sure-grip rubber-tipped feet that give 
4-cornered positive support. 

* Safety hand-raiis on 2 to 12 step models. 


Write for brochure W4 to: 


ACCESS EQUIPMENT LTD 


Maylands Avenue, Hemel Hempstead, Herts. 
Tel: Boxmoor 578! ’ 
TAIT79I 
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LEGAL Q:A 





Is the Employer 


for a Defective 


Question. One of the fitters in our 
workshops has been injured by a 


| defective electric drill which we 
| bought from a well-known and 


reputable firm of manufacturers. 
We have never had trouble with 
their tools before and now there is 
some talk of the fitter suing us, as 
his employers, for damages. Is he 
likely to succeed? The defect in 
the tool was not apparent and there 
has been no complaint about our 
system of tool maintenance. 
Answer. Such an action against 
you, as employers, would not suc- 
ceed; on the facts stated there has 
not been any negligence on your 
part. Negligence consists of a 
failure to take reasonable care and 
there seems to have been no such 
failure here. 

It is true that an employer is 
under an obligation to supply his 
workmen with proper tools, and to 
maintain a safe system of work. 
The courts, however, hold that this 
obligation is discharged if the 
employer takes care to obtain tools 


| from a normally reliable source, 
|}and does not overlook defects 


which could be detected by taking 
reasonable precautions. 


Paying bills with 
dividend warrants 


Question. The dividend warrants 
which I receive are crossed ‘ not 
negotiable.” This, I understand, 
simply means that I cannot trans- 
fer a better title to them than I 
have myself. If this is so, is there 
any reason why I cannot use these 
warrants to pay my bills? I would 


receipt and endorse the warrants 
which could then go through the 
creditors’ bank accounts in the 
ordinary way. 

Answer. You are right about the 
effect of ‘not negotiable. How 
ever, it is a matter for your 
creditors to decide whether to 
accept a discharge of the bills in 
this way. They are not bound to 
do so and may not wish to face 
the risk (however remote) of not 
getting a good title to these ‘ third 
party’ instruments. 


Death duty on 

@ business loan 

Question. My elderly father lent 
me money two years ago to help 
me to start a business. He has 
just made a will in favour of all 
his children equally, except that my 
share is reduced by the amount of 
the loan. On my father’s death 
will the loan be subject to death 
duties? 

Answer. The amount of the loan 
will form part of his estate on 
death and estate duty will have to 
be paid on it. To avoid this 
happening he could make a gift of 
the money to you now by cancel 
ling the loan; but he would have 
to live five years from now for the 
duty to be lifted. 


Trade benevolent 

fund's investments 

Question. The objects of a benevo 
lent association are to relieve needy 
members of a particular trade (and 
their widows and orphans) by 
pensions and in other ways. As 
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Liable 
Drill ? 


adviser on the association invest 
ments I have been asked if it can 
invest in industrial shares and thus 
get a higher rate of interest than is 
possible from _ trustee securities 
The rules of the association say 
nothing about investments and 
there is no power to alter the rules 
Answer. The association seems to 
be a charity and, as such, would be 
confined to investing in trustee 
securities in the absence of express 
power to invest more widely. 

Being without power to alter its 
rules, the association cannot give 
itself power to alter them in the 
desired way. The Charity Com- 
missioners, if applied to, could 
change the rules by a scheme; but 
it is very doubtful if they would 
authorize investments outside the 
trustee list. 


Why a £1 note 
was rejected 


Question. When I tried to pay a 
bill for 17s. 6d. with a £1 note I 
was told that it was not legal tender. 
What is meant by this? 

Answer. Legal tender is the offering 
to a creditor of money in current 
coin or currency notes in such a 
way that he can take the exact 
amount of his debt. The debtor 
must, in strict law, pay in this way 
and he cannot force the creditor to 
give change. 

It is not strictly necessary to 
tender the exact amount; for 
example, three florins are not legal 
tender for a debt of 5s., but six 
separate shillings are: the creditor 
could take five of them and leave 
the other alone. 
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** What day of the month is it?“ 

said the Hatter looking at his watch 
uneasily, shaking it every now and then, 
and holding it “. . \ tohis ear. 








Alice looked at the factory clock 
and said * 1956" 


“two days wrong!” sighed the Hatter. 
I told you butter wouldn't suit the works!" - 


The March Hare took the watch, dipped 
it into his cup of tea and said: 

‘ All our factory clocks are just the same 
that's why we're losing all our profits” 


Yes’, said the Hatter “ and I've set our 
sound signals, and all our Time 
Recorders by my watch" 


“If you knew Time as well as I do” 
sighed Alice, ‘' you wouldn't waste it. 
You'd decide here and now that it's high 


Time you called in 


MAGNETA 


for Time and Sound 


THE MAGNETA TIME CO. LTD. (Dept. M/B3) 
Goblin Works, Leatherhead, Surrey. Ashtead 866 


Branches in all principal towns in the U.K 





One of the B. VC. Group of companies. 
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SCOTLAND YARD 
ADVISES 


“Protect yourself 
this way” 


“ Irregular patrols faithfully carried 
out "that is the advice of Scot- 
land Yard on the way to protect 
your premises. That is why many 
famous firms rely on the— 





WATCHMAN’S CLOCK 


With it you can see immediately 
from the pattern of records, 
whether or not the Watchman is 
varying his route, setting off at 
different times, hurrying through 
his rounds or doing the job faith- 
fully and well. 


Special Blick features include 
8-day clock movement and record 
chart; unlimited check points; 
record book enabling you to see 
at a glance whether your orders 
have been obeyed. 


The Admiralty, Barclays Bank, 
Ford Motor Co. and |.C.I. all use 
Blick. Write today for free |2- 
page booklet describing the 
unique Blick System for pro- 
tection against fire and theft. 


BLICK TIME 
RECORDERS 
LTD. 
96/100 
Aidersgate St., 
London, E.C.1 
MONarch 6256 











| Training for Top Jobs 
| Starts on page 72 





ments—excluding the trainee’s own 
department. 

The plans for this were largely 
formulated by the commercial 
managers. They also agreed to 
support a policy of * guaranteed 
disclosure,’ giving trainees unres- 
tricted access to confidential as well 
as routine information. 

Some businessmen criticize job 
rotation schemes on the ground that 
the trainee is seidom given an 
opportunity to participate in work 
of any consequence. At Simon- 
Carves, however, there was more 
* doing * than ‘ watching.’ The usual 
difficulties—including the suspicion 
and non-co-operation of section 
leaders—were mostly overcome by 
the trainees’ own social and business 
skills. In this respect they had a 
big advantage over the management 
trainee who is just out of college 

During the job-rotation (and 
subsequent) periods the men were 
given a number of specific projects. 
These ranged from work study on a 
tea trolley service to an investiga- 
tion into the desirability of using 
shipping agents. There were also 
a few ‘undercover’ projects 
involving, for example, a report on 
the communication pattern between 
two departments 

All of them were operational 
jobs, given in the hope that the 
company would be able to act on 
the _ trainees’ recommendations. 


‘Feedback’ and 
site training 

After their tour of the com- 
mercial offices, the men returned to 
the training school for a one-week 
* feedback ° session. 

Then each man spent one month 
in the commercial offices of his 
own department, which gave him 
a chance to re-assess its work in 
relation to what he had seen else- 
where. 

This was followed by a three- 
week period in the training school. 
The subjects included the com- 
pany’s personnel policy and tech- 
niques; joint consultation; engineer- 


ing site problems; job analysis 
employee services; managemen 
statistics; labour turnover; an 
research into morale 

The trainees have now embarked 
on a six-month tour of Simon 
Carves’ constructional sites. This 
will be divided into two parts by 
a one-week ‘feedback’ session 
and at the end of the second part 
there will be a further one-weel 
period in the training school 

The second of the new courses 
is now being planned. It will con 
sist of 16 executives from the con 
mercial and development sides 

In view of their background 
these men will get a shorter period 
of training, although the emphasis 
will still be on finding out how 
the other half works. After the 
group dynamics seminar and the 
first training school period, they 
will be ‘rotated’ through various 
technical departments. 

Simon-Carves are determined to 
evaluate the new methods with 
which they are experimenting 
Their aim is to measure the 
improvement in the performance 
of individuals in specific jobs. 

Since most of the trainees will 
take up new executive jobs as soon 
as their training is over, com 
parisons may be difficult. So far the 
evaluation has had to rely on the 
outcome of * feedback ’ sessions, on 
reports by departmental managers. 
and on the use of ‘ attitude scales.’ 

The company already apply 
scientific research techniques to 
other branches of personnel 
management. One example was a 
controlled study of labour turnover 
causes. This produced some con 
vincing evidence that labour turn 
over could be reduced considerably 
(as it now has been) by using the 
right psychological tests when 
recruiting. 

Management training is being 
approached in the same light 
Whatever methods are used, the 
results will be measured in simple 
terms—the extent to which good 
executives are turned into better 
executives, and contribute more to 
the company’s efficiency. END 
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Receipts Traced in 
Less than a Minute 


starts on page 75 





inches out from this column. It is 
simple to add the protruding yellow 
copies with an adding machine to 
provide a bank reconciliation. As 
the yellow copies are 4in. wider 
than the cheques, it is impossible 
for them to become lost among the 
paid cheques. 

If payment on a cheque is 
stopped, a sticker is placed on the 
yellow copy which is then moved 
to the left among the paid cheques. 

Every cheque has to be endorsed 
by the recipient. As there is an 
ordered sequence to the cheques, it 
will be appreciated that, starting 
from no other information than the 
date of the sale, it takes less than 
a minute to go to the cabinet, 
locate and produce to the satisfac 
tion of the client or member of the 
staff, evidence of any payment that 
might be queried. 


Numerical sequence 

The complete sequence is 
numerical, according to cheque 
number; but in addition is in 
progressive weekly steps according 
to date of sale. Under each date 
are the various geographical grow- 
ing regions arranged alphabetically. 
In each of these latter sections, the 
cheques are in alphabetical 
sequence according to growers 
names. 

If there is trouble at the end of 
the month with the bank reconci- 
liation, the trouble would in most 
cases be found by comparing the 
yellow copies extracted from the 
drawers and kept in the same daily 
bundles as the cheques which they 
replaced, with the daily bank 
schedules to see if (a) the wrong 
yellow copy was extracted or (b) 
through some late alteration or 
deliberate forgery the cheque went 
through the bank for a different 
amount from which it was issued. 


In practice this step is rarely found | 
necessary. END | 
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A new family is born in the factory of the British Vacuum Cleaner & 
Engineering Co. Ltd. A new family of Floor Maintenance Equipment that 
has revolutionised floor cleaning, particularly with their Battery-operated 
models, the only ones of their kind today. 


The pioneers of Vacuumation in Industry and Industrial cleaning . . . the 
Originators of the first Vacuum Cleaner, which can still be seen in the 
Science Museum, The vast resources and many years experience of the B.V.C. 


Group of Companies lie behind these entirely new machines. 


B.V.C. are now ready to show you floor cleaning equipment that meets 
every condition. The new Battery driven models are a special feature, 
partic ularly for large areas of floor surfacing, where trailing cables can be 


a hazard as well as a restriction on movement and ease of accessibility. 


Contact the family now at Leatherhead ... our team of Experts will discuss 


your problems and give you a demonstration. 


bal e x 
FLOOR MAINTENANCE EQUIPMENT 





Goblin Works, Leatherhead, Surrey Ashtead. 866. 
British Vacuum & Eng. Co. Ltd. Dept. F.M.E./B1 





ONE OF THE B.V.C. GROUP OF COMPANIES) 








wrk 





Cee ee OT RT I comme Le — 2 


Safety Automatic Incinerator 
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SANIGUARD APPLIANCES LIMITED 


62, LONDON WALL. LONDON, €.C.2 
Delephorre: NATIONAL 888! 8882 acto’ Metacs ure 








Sales Offices at London, Birmingham, Leeds, Manchester, Bristol 








fi BARRYWALD’: 





% = It is manufactured by the first 
and leading Sanitary Incinera- 
tor Specialists in the World. 


%& it is guaranteed for one year 
and backed by a full service 
organization. 


% tis simple and cheap to install. 
* 


It is the only Incinerator incor- 
porating our patented safety 
devices. 


% It is approved by the Royal 
Institute of Public Heakth and 
Hygiene. 


% It is regularly supplied to and 
approved by all H.M. Govern- 
ment Departments, Local 
Administrations and Educa- 
tional Authorities, Hospital 
Management Committees, 
General Industry. 

Patents 555062-621085 and Foreign Pats. 


ECONOMICAL 
EFFICIENT 
FOOLPROOF 
INDISPENSABLE 





y RUBBER BANDS 


gpest 


COOMBS of WIMBLEDON 


"A COOoms TO.. § 


WORKS. RICHMOND RD. WIMBLEDON 
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GREATMET FLOORS 





NEW FLOORS & 
FLOOR COVERINGS 
& PAVINGS 


FLOOR & WALL TILING 
TERRAZZO 


STAIRCASE WORK 


OLD FLOORS 
RECONDITIONED 


BY MODERN MACHINERY 
Day, Night, and Holiday Service 
a Speciality 
Expert craftsmen only employed 
All work fully guaranteed 
Flooring Brochure No. 2 free on request to 








THE 


GREAT METROPOLITAN 


FLOORING CO. LID. 
Street, Knightsbridge SW1 
SLOane 0047(PBX.) 


13 Kinnert 


Automatic 


SANITARY TOWEL 
MACHINES 


ARE ESSENTIAL WELFARE EQUIPMENT 
: ~ a in every modern 
FACTORY, OFFICE 
| BUILDING, 
LAUNDRY, Etc. 
where women 
are employed. 
The machine 
illustrated dis- 
penses the well- 
known 
‘KOTEX 
WONDERSOFT’ 
Soluble Towel, 
individually 
packed in car- 
tons, with two 
safety pins. 
The mechanism 
allows for easy 
adjustment to a 
selling price of 
2d., 3d. or 4d. 
We can give 
prompt delivery of both the machine 
and towels. 12 months’ guarantee. 


Full particulars from : 


The SIMPLAMATIC MACHINE 


co. LTD. 
40 Sloane St., London, S.W.!. Tel.: SLO 7629 
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Containerization 
(starts on page 66) 





the oil sausage developed in Ger- 
many by the Deutsche Novo Tank 
Co. 


Air 
The amount of goods trans- 
ported by air is still relatively 


small compared with that trans- 
ported by surface transport. Elimi- 
nation of excess weight is still 
more important than quick turn- 
around. 

But with the certain advent of 
large numbers of economical 
freighter aircraft like the Argosy, 
with their huge holds, more and 
more general cargo will travel by 
air. 
as vital for aircraft as for lorries, 
trains and ships. 


Are Your Costs and 
Prices Realistic ? 


Does your thinking take account of 
changing values? So many things have 
gone up in price—labour, machinery, 
supplies, professional services and 
finished goods. This table, based on the 
retail price index, gives you a rough set 
of conversion factors for bringing your 
values up to date. 
spent £100 on a machine in 1931, for 
which year the conversion factor is 2-9, 
then you could hardly be surprised if a 
similar machine now costs £290. It may 
actually cost more or less, but you would 
expect values generally to be around 2°8 
times the 193! level. This table will be | 
brought up to date every quarter, but | 
published monthly for handy reference. 


Con- Con- 
version version 
Year Factor Year Factor 
1913 = 426 1935 = 2-96 
1919 = 1-97 1936 = 2-90 
1920 = 1-72 1937 = 2°76 
1921 = 1-90 1938 = 2-71 
1922 = 2:33 1939 = 2°65 
1923 = 2°44 1946 1-72 
1924 2°44 1947 = 1°62 
1925 = 2°44 1948 = 1-56 
1926 2-48 1949 = 1-52 
1927 = 2°55 1950 = 1°43 
1928 = 2°58 1951 = 1-31 
1929 = 2°61 1952 = 1-22 
1930 = 2-71 1953 = 1-20 
1931 — 2-90 1954 = 1-16 
1932 = 2:96 1955 = 1-09 
1933 = 3-03 1956 = 1-07 
1934 = 303 1957 = 1-02 


For example, if you | 








COMPUTERS AND TABULATORS 


Ev'ry kind, 


Need Storage, skilfully designed 
To suit the individual views 
Of those who handle E.C.U.s, 
Paper—or Magnetic—Tape, 
Packages, Plates of curious shape, 


Programme Boards, 


Then containers will be just | 


and Plugboards too, 


END | 


With Punched Cards, added 
or in lieu! 
| Their numbers tend to grow apace; 


They can't be stored in Outer Space! 





* * * 


International Experts say :— 


** Go and talk to P.C.A.! ”’ 


* 





PUNCHED CARD 
ACCESSORIES 
LIMITED 


Abbey House, 
| Victoria Street, London, $.W.1 


Telephone: ABB 1396 
- 


















** The Towel that Really Dries—as the Names Implies ” 


PAPER TOWELS 


ARE HYGIENIC!! 
PROTECT THE HEALTH OF YOUR STAFF 
Progressive firms through- 


out the country are usin 
BEWARE ! KWICK-DRY PAPE 
GERM ; TOWELS in place of the 
SPREADING i old germ spreading roller 
towel. 
sap ong f \\ ACLEAN fresh KWICK- 
TOWEL ’ 


DRY for each person and 
every occasion encourages 
cleanliness and reduces 
absenteeism. 


\ They are far 
cheaper too be- 
cause they cut Laundry Bills, Towel Losses and Time 
Waste. They are very absorbent and one KWICK-DRY 
will dry the wettest pair of hands and not disintegrate. 
No possibility of chapped hands or irritating queues as with 
Expensive Hot-Air Drying Equipment. Conform to 
1937 Factory Act. 

FOR FACTORY, OFFICE, CANTEENS, ETC. 
SUPPLIED FLAT IN INTERFOLDED SHEETS. 
Ask for Details of our INTERLEAVED AND 
NON-MECHANICAL ROLL TOWEL 
CABINETS FREE ON LOAN 














Also supplied i> rolls for our 
AUTOMATIC CONTROL DELIVERY CABINET 
WHICH CUTS TOWEL COST 50% 
ASK FOR DETAILS OF TRIAL OFFER 


Dispensed one at a time as quickly as needed. KWICK-DRY 
TOWELS are completely encased in this cabinet until used, 
thus being free from exposure and contamination. 

Wire Baskets and enamelled Bins supplied for Soiled Towels 
upon request. 





One of our recent installations. 


FREEDER BROTHERS PAPER MILLS 


BRIMSDOWN, ENFIELD, MIDDLESEX 
Tel. HOWard 1847 (5 lines). Grams : Sylkocrepe, Enfield 
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ine 
Try This Time Quiz 


Here is a test you can carry out for yourself. Record the 
time it takes you to look up the following words in a con- 
ventional dictionary, then try the same test with:— 


THE DESKBOOK OF CORRECT ENGLISH 
by Michael West and R. F. Kimber 


and note the difference 











Conventional 
Words Dictionary DESKBOOK 
(Time Taken) (Time Taken) 
Revetting _—i........ i Ss eee 9 secs..... 
Smokable _—it.......... 32 secs ..12 secs 
Bluish 
Gluey 
Chillies 
Nuncios 
Dingoes 
Octopuses 
Fidgeted 
Superseding 
Total 

















If you have not got a copy of this Deskbook, you are wasting 
valuable time in your office, and this time-saving device is not 


expensive, 
at 10s. 6d. net. 


LONGMANS, GREEN & CO. LTD. 6-7 Clifford St., 
London, W.| 


PARK YOUR CYCLES 
THE ODONI Way 


(REGD. TRADE MARK) 


With Odoni Patent ‘‘All-Steel” 


BICYCLE STANDS 


Types to suit all possible requirements 
Single or Double-Sided. Horizontal or Semi-Vertical 


For Indoor and Outdoor use 


TYPE 10 


DOUBLE - SIDED 
SEMI - VERTICAL 
OUTDOOR 
STAND, BUILT 
WITH CLOSE 
RACK 
ARRANGE- 
MENT (CYCLES 
AT 12” 
CENTRES 





Write for fully illustrated leaflet and price list to 
Sole Manufacturers and Patentees. 


ALFRED A. ODONI AND CO. LTD. 
SALISBURY HOUSE, LONDON WALL, 
LONDON, E.C.2 


Tel. No.: (WORKS: LONDON, N.W.) Tel. Add 
NATional 8525/6 Odoni, Ave., London 
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Figures speak clearer than words 


and, with ENM Counters, very much more 
accurately. ENM Counters are available for almost every 
all built with the inherent 





trade and purpose 
fine precision of the instrument maker. 


* Please write for 
full particulars 


Dept. 3B 
Telephone 








Wherever 


needed 


Iiot Tea! 








FARQUHARSON’S 


INSULATED 
MULTIPOTS 














Linings in stainless steel. 


Outer casings in stainless 
steel or stove enamelled 
cream. 


Infusers in stainless steel 
or tinned copper. 





Wherever a thirst can go MULTIPOTS 
can be there to meet it. 


JAMES FARQUHARSO 


Park Parade, Harlesden, 
London, N.W.10 


& mong 
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BRITAIN’S LARGEST MAKERS OF 
COUNTING AND NUMBERING MACHINES 


ENGLISH NUMBERING MACHINES LTD 


Queensway 
HOW ard 261! (5 lines) 


Enfield 


Telegrams 


Middlesex 
Numgravco, Enfield 





TT ‘| j ee annnnnes 
DIUISTT 
sttll ~ Mavesel — iT) 
—the enemy of 

efficient production 






is a constant menace, 
damaging machinery and 
paintwork, as well as 


creating a fire risk 
DUST and DIRT can be 
effectively trapped and 
removed by using the 
New Welbeck Master 
Cleaners 
These light, portable and 
robust machines are designed 
on a “No Dust Bag” 
principle especially to cope 
with all cleaning problems 
in industry. 
Write for further particulars 
or free demonstration, 
WITHOUT OBLIGATION, 
to Dept. 8 

By 


Appointm ant 
To H.M 
The Queen 
Suppliers 


of Vacuum 
Cleaners 


BRITISH THOMSON-HOUSTON use NEW 

WELBECK industrial suction cleaners. The 

‘SIMPLEX model cleaner in use ot the 
8.T.H. Works, Rugby 


NEW WELBECK LTD. 


Head Office and Works: 





Moulsecoomb Way, Brighton, 7, Sussex Tel.: Brighton 61666 (PBX) 
London Office : 
6 Cavendish Square, London, W.}. Tel.: LANgham 1517 (PBX) 


Branches at Birmingham, Manchester, Scotiand and Eire 
N25 
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omwee 


Production Gauge 


The sure measure of production efficiency 

is — how many minutes in the hour your 
machines are working. The Servis chart 

will tell you when, and for how long, 
working and idle periods occur. This is 
valuable data for those who are in control. 








moOo-—-< Pmw 














= 






GET THIS INFORMATION TODAY 
There is a Service Recorder which 
meets your needs in every respect, and 
you should know about it 

write for full details to 


SERVIS RECORDERS LTD 


19 LONDON ROAD - GLOUCESTER 











— SEND NOW for 








QUALITY 
DESIGN ILLUSTRATED CATALOGUE AND PRICE LIST 

MANUFACTURERS TO THE TRADE 
STEEL DESKS AND TABLES STEEL 
CUPBOARDS 
CUPBOARDS FOR LATERAL FILING SHELVING: 
DRAUGHTSMANS REFERENCE 

eats WORK 
X-RAY FILING CABINETS, ETC. PANS 








STEEL TYPIST DESK 


MD. 


Export enquiries invited 


Mead Road, 
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METAL DETAILS LTD. 
Cheltenham, England 








6 
SIZES 48x30x28 HIGH 








f PARTITIONING 


BIN UNITS 


54x30x28 HIGH 





THE WELCONSTRUCT CO. LTD. 


28 MARTINEAU ST. BIRMINGHAM ~- MIDLAND 169! 





BUSINESS 











CLASSIFIED ADVERTISMENTS 


CANTEEN EQUIPMENT 
Catering Equipment Consultants and Stockists. 
Northern Kitchen Equipment Company Limi 
ted Wicker Arches House Sheffield. 4. Tel. 
26516/7. 





DUPLICATE BOOKS 
BETTER DUPLICATE BOOKS AT LOWER 
PRICES. Specialist equipment enables us to 
produce attractive, specialiy-printed dup 
cate books at amazingly low prices. List free. 
Browns Ltd., Caldervaie Works, Burniey, Lanc 


FOR SALE 
KARDEX, RONEODEX AND ee 
CABINETS, as new. F. H. y >. d 


289 King Street, London, W.6, Tel. RIV 5381 : 


100 bays of brand new adjustable steel shelv- 


ng 72in. bh gh x 34in. wide x Zin. Geer 
stove enamelied, dark green, sent unassem 
bled, six-shelf bay. £3 !5s.: sample delivered 
free; quantity discounts. N. C. Brown Ltd. 
Eagie Steelworks, Heywood, Lancs, Tel. 6901/8. 


STENORETTE Dictating Machine Office Equip- 
ment. Our activities are devoted solely to 
the ssle and service of Stenorette equipments 
and our service agreement ensures continuous 
use without recourse to Manufacturers. We 
ere unique in this respect, so send your next 
enquiry to the Stenorette Specialists = 
Oxford Road, Manchester 3. Tel. ARDw 
4269. 


Underwood sundstrand portable eccounting 


machine. model 9153P—£/25 


od 25 Us. > 


S. W. Foster Limited, Radstock, Near 


pecial desk for machine—£25 0s. \d 'O.N.0. 
f B 


Minifon wire recorder and case for battery 


and mains. ze n. x 4 in, x > in. Hand 
microphone and case peaker micro 
phone. Mains transformer rectifier poo! set 
and EGG wine. | Typists stethophanes and 
foot control. t 9. fers to Box No. 
1527 c/o BUS NESS 09-119 Waterloo 
Road, S.E. 
LUXACOPY Electric Photographic Machine, 
Jeveioper quIC juantity photo 
graphic paper. £25. Box No. 1528, c/o 
BUSINESS,’ 109-119 Wate Road, S.E.!. 
Gestetner Duplicator and Equipment, 
cost £120. Littie used. Seen London. Best 
offer over £60. Box No. 529, </o 


BUSINESS 07-119 Waterioo Road, S.E.!. 


Copyline 500.7. Photo- copying | machine by 
opycet for saie as new. OD t pies oO 
any document to n. x 16 in.—E£175. 
STUS LTD., ST AFFORD. 

For Sale: Graphotype and 2,400 é-line frames 
800 of these unused).—King, 3 Kings Street 


Halifax, Yorkshire. 


Underwood-Sundstrand class ‘D' ecsounting 


machine —_ arly maintained very 
ec, in perfect condition, View by  esaiad. 
ment. Offers invited.—Box No. {530 


BUSINESS,” 109-119 Waterloo Road, S.E.I. 
“Addressograph" Machines (rebuilt-queran- 





teed cabinet rame pilates and acce 

sories. Nevard Dessoy & Co. Ltd. 02-105 
Shoe Lane, London, E.C.4 
FOR SALE 

s) One Acoustic Dictar ne Transcriber 

on stand, No, 4294 sge unknown 


purchased 1952. 
b) One Acoustic 





on tang _ ge 
purchased 1949, 
One Ediphone Acoust Transcriber 


with cabinet No. 323075A age approx 
mately 1935, purchased not known. 


d) One Ediphone Acoustic executive 
table mode!, No. D279535, age un 
known, purchased | 946. 

a 6b) and {(d) all in working order. 

e) One Universe Junior muiti-vaive 


Postal Franking Machine, No. Junior 
Mv 1317, Pence only and operated 
age probably /95/. 
Open to al! offers. Apply:— 
Purchasing Dept., Vitamins Group, 
Upper Mall, Hammersmith, London, W.4. 








TABLE for Conference or Boardroom for sale. 


Solid oak, éft. Sin. diameter with extension to 
9ft. 3in. diameter Photo etc. Edward 359 
Euston Road, London, N.W.!. Tel. EUS 4681. 


MANAGEMENT TRAINING 
Courses in eens Over 30 per cent of 
B 


all passes in . inter. and Fina! Exams. 
for severa year past have been obtained by 
1.C.S.-trained sndidates. Expert coachin« 
a o for |.C.W.A. 1.S. and A of Cert. & 
Corp. Accts. Examination Write "for Jeta 
nternationa rrespondence Schoo 7 
Kingsway, (Dept. 463), London, W.C.2. 
MORTGAGES 
wr by re- ener goges and 2nd mortgages 
> ropertie Particular 
Sosnae 36 Sees er Ho e ambriaoge Road 


London, N.W.6. 


WANTED 
Addresogreph equipment, complete, and/or 
cabinet am 5) No. 
352 . Bt Sih 1ESS 
Road, London, S.E 


B 
09 9 Waterloo 


Multigraph machine wanted for spare parts 
ox No 525 BUSINESS 09-119 
Waterloo Road, S.E.!. 


One Emidicte dictation machine with latest 
' good working order. 
Price to Sales Manage haseside Motor 


ompan mited Hertford 2454 


y t e 1 £9) 


Wanted <a ae Hand Addressing 
Machine K Street Halifax 


ng 


Yorkshire. 





Professional company invites ideas for 
method producing and presenting 
report to ent Possibi ‘tie f 
production include typing, stenc photo 
copying etc., and presentation concern 
type of cover and method of binding. 
The ne essentia s first clas ob. 
Please send terature pecimens and 
approximate initial and running costs. 
Box No. 1/526, c/o " BUSINESS 109/119 
Waterloo Road, London, S.E.!. 











TL Md tL Ae ee el ORY ee et 
EQUIPMENT STOCKED BY 
EVERYWHERE 


GUIDE 


GCOD STATIONERS 
CATALOGUES FROM 
TRADE LOOSE 
LEAF Co Lro 
BIRMINGHAM 12 








Addressograph Graphotype embossing 
machine (brand new), £75. 

Adrema embossing machine, electric, £65. 

Adrema storage cabinets, 60 tray, £49.!0.0. 

Block & Anderson envelope sealer, elec 


tric, reconditioned, £40. 
Burroughs edder/lister, £32.10.0. 
Sundstrand electr ister, £27.10.0. 


Friedon calculat £55. 

Monromatic, atest mode!, £155. 

Marchant adder ter, for hours and min 
utes, £60. 

Comptometor, electr 

Sumlock streamiined 

Gestetner, ‘atest mode £65. 


Kardex cabinet e 4 n in 5x3, 
6x4, 8x5 )x6, tix & 

Shannon cabinets, sizes (a n ins.), 6x4, 
8x5, lixé, 

Roneodex, size n ins.), 11 x9, li x8 


0x6, 8x5 x4. 
Double Elephant pian chest, £15.10.0, 
Antiquarian drawing boards, £2.10.0. 
Office safes, verious sizes. 


Send for complete lists to 


COMMERCIAL EQUIPMENT CO. 
(LONDON) LTD., 


329 Gray's Inn Road, London, W.C.|!. 












Tel. Terminus 9663 
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A Specialised Service for 


CLASSIFIED 
ADVERTISERS 


Please write tor full details 
R. F. WHITE & SON LTO, 
72/78 Fleet St., London, E.C.4 


> Tel: FLE 8311/6 ( 

















PROTAH LIMITED 
Press| and Public Relations Consultants 


ous Campaigns Short Term 
Assignment 

Organisation of: New Product Release 

Pre ynference Editoria! Materia 


Competent Advice upon an increasingly 
Important Activity—Backed by the Design 
Resources of 
THE TOON & HEATH ORGANISATION 
Knowle 3355-6 
1266 Warwick Road - Knowle - Warks 











© ONE-TIME-CARBON SETS Oo 
o NCR AND PLAIN 7 
fe} In Unit or Continuous form re) 


© A specimen set or form posted O 
to us for quoting Ww point to a 


O saving in your printing costs ° 


° LIBERTY PRINTERS © 
re) A.R. & R.F. REDDIN) LTD. 

SUNNYHILL ROAD, STREATHAM 
O LONDON, S.W.I6 STReatham 7067 O 





REBUILT 
ACCOUNTING MACHINES 

for prompt delivery. A equipment fully 
guaranteed for one year. Maintenance ser 
vice available on expiry of guarantee. Free 
preparation of systems, training of operators 
and installation services. 

H. H. DURHAM LTD. 
85 BLACKFRIARS ROAD, LONDON, S.E.! 

Tel.: WATerioo 6081-2 





TENS em erperag Hse tad teen 
o' 7 ae:8 @lae ts @ 





Competitvwety priced Prestes Timers 


are precision tested 7 loweties we \ Sond 70* 
— “ot © ee enderd—enpecielly © 3 o. 4 


PRESTONS LIMITED 
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GRITAINS LARGEST SUPPLIERS OF STOP - WATCHES TO mDUSTRY 
PRESTONS LTO SOLTONW LaANCr Te. BOLTON S7e/? 





eo tees 





ACCOUNTING MACHINES 


Bulmer Calculator 

Ltd. a 
Burroughs Adding Mach 

ines 0 
Nationa! Cash Register 

Co. Ltd. 07 
RUF Organisation Ltd. 54 
Remington Rand Ltd 

50 53 es 


ACCOUNTING SYSTEMS 
Art Metal ¢ 


ynstructior 


carter-Davis Ltd. 34 
Copeland Chatter 

Co. cover ii, 6 
Kalamazoo Ltd. } 
Lamson Paragon Lid 97 
Roneo Ltd 
Shannon Ltd. 22 


ACOUSTIC CEILINGS 


Burgess Products Ltd 89 
ACOUSTIC ENGINEERS 
Burgess Products Ltd. 89 
ADDING MACHINES 
Adwe! Adding Machine 
Ltd. 6 
B oc kK & Andersor 
Ltd 37, 135 
Bulmer Calculators 
Ltd. 4 
Burroughs Adding Mact 
mpto ( 
Britain 29 
Nationa ’ Register 
Co. Ltd 7 
Sumlock Ltd. 23 


ADDRESSING MACHINES © 
Addressali Machine ¢ 


Addre ograph Mu 
graph Ltd. 47 
Adrema Ltd. 104 
8 ck & Anderson 
Ltd. 37, 135 
Roneo Ltd. 
ADDRESSING MACHINE 
ATTACHMENTS 


Egry Ltd 
Fanfold Ltd. 


Lamson Paragon Ltd 97 
ADVERTISING AGENTS 
White, R. F., & Son Ltd 
ASSURANCE 
Legal & General A 
snce §$ ety 
BOOKS AND 
PUBLICATIONS 
.ongmar reen & 
Ltd 
Pitman "i 38 AY 
20Nn Ltd 34 
BROADCAST MUSIC 
Jictograpr Telephone 
Teleph r Renta Ltd. 
BUSINESS ACCESSORIES 
Soomt H. A., Ltd. 2 


COATED MACHINES 
k & Anderson 


" Ltd. 37. 135 
British Olivetti Ltd. ? 
Bulme Calculator 
3. 4 
B 2ughs Adding Ma 
e 
nptometer Ltd 
Br 29 
Pu Card Acce 
es Ltd. 29 
“ ngton Rand Lt 
50, 53, 85 
k td. 23 


CANTEEN EQUIPMENT 
Bartlett, G. F. E., Ltd 46 
Esavian Ltd. 60 
Farquharson Jame 5 


Sons Ltd 


CASH REGISTERS 
Nationa Cash Reg 


CASTORS 


Flexello 


Whee 


CHARTS AND PLAN 
BOARDS 


50 53. as 


CLOAKROOM EQUIPMENT 
Cancér tor Ltd. 50 


H ltd. 39 


srvey, G. A... & 


COLLEGES —_ COURSES 

Tack Sct ale 
manshit 24 

CONDENSERS 

Telearapt 1 

Ltd. cover iii, 

CONTINUOUS wenger 


arter-Dav 


and atter 
‘ cover ti, 6 
Egry 4. 
Fan 
H % ey 4 
n Paragon Ltd 9 
e F er 33 
. Sons L 62 


COUNTING AND 
NUMBERING MACHINES 
Eng b Numbering 
Machine 3 
CYCLE PARKS 
C nstruct r Lfc. 50 
Odor Alfred A.. & Co. 30 


A 
We 


DICTATING AND 
RECORDING EQUIPMENT 


AGA Dictating Machine 


r Lid. 52 

~ co h 
4 
eM 
E r A Ad 
F 

wv) ‘ MM ; 4 

Mfg. Ltd 9 
Remingtor Rand 

td 50 53 


DUPLICATING MACHINES 


u ) 
4 
tne 4 
R ngt ~ 
5 
R 
ELECTRIC CLOCKS 
Dictograpt Telephone 
Ltd, 64 
ent & Co. Lt 
BM nited King 
ut erna 
Time Recording O 
on é 
Maar T tn Cao i 
R ance Telephone Coc 
L 99 
Tele r Ren a 


CLASSIFIED GUIDE TO 
BUSINESS AND INDUSTRIAL 
EQUIPMENT & SERVICES 


eee COS 
Fer L?d. 
Nationa Cash Register 


>. Lid 


ENVELOPES 


Wesley, Harold & 


EXHIBITIONS 


Hannover Trade Fair 
FACTORY EQUIPMENT 
AND ACCESSORIES 


FILING AND VISIBLE 
RECORD SYSTEMS 


Ar n > n 

) k & A 

Buime 5 
+d < 
3 ’ 23 
ave a 4 

uct L 5 

peian 


cover ii, 6 


Eve ‘ 

jone Percy, L a 
Kaiama td, 

afr Parag 9 
MM E N % 

L 4 é 


9% 
e ne Ren 4 
FLOORING 
reat Metrog 
Flooring Co. 9 
FLOOR MAINTENANCE 
EQUIPMENT 
8.V.C. Floor Mainten 
nce Equipment 
FOLDING MACHINES 
B k & Anderson 
Sar ; urd Apr ’ 
HEALTH SERVICES 
INDUSTRIAL CLEANING 
mson Engineering cS 
INTERCOMMUNICATION 
SYSTEMS 
Dictogr 
Re A 
Ltd 9 
f Rent Ltd 4 
LETTER OPENING 
MACHINES 
B k & Anderse 
LIGHTING 
E.( Ltd. 3 
LOOSE LEAF LEDGERS 
AND SYSTEMS 
Art Meta Construction 
C 
f Chatterson 
Co. cover ii, é 
ne ercy (Twinlock) 42 
Kalama Ltd. 3 
afr Paragon Ltd 97 
nn Ltd. 22 


LUNCHEON VOUCHERS 


ncheon Vouchers Ltd. 93 


MARKING aooarye' 
hman & Denison Ltd. 12 


MECHANICAL HANDLING 
Accé Equipment Ltd. 24 

n Saginecs ng Co. 
~abereg yore CAMERAS 


Jak 


MOTOR CARS 


Motor ¢ td 4 
° - & 


NOISE adeeb 


gess Product i 89 


OFFICE FURNITURE 


(STEEL) 
A Mets 
ve w A 46 
Dare g Dr »S 
Esavian j & 
Evertau td. 5é 
darvey . A., & Co. ? 
psbank Office Eq 
ment Ltd 
Matthews. D.. & 4 
Me Deta L 
Ne . Strat? 
E nt) L 
OFFICE FURNITURE 
(wOoOD) 
Abbott B 32 
46 
Lt 4é 
N & Sor 
49 Sé 
OVERALLS 
Wheeler. H.. & Lid. 134 
PACKING 
tainers Ltd. cover iv 
rae eangannd 
Art Meta anstr 
nst L 5 
Nadde Strat e 
Equipmen L rf 
e We 
PENSION +s ag 
The Not Lownde 
Service 4 
PHOTOGRAPHIC 
REPRODUCING 
EQUIPMENT 
R k A 
A 
Marketing Lt 
n Ee. b 
49. Sé 


POSTAL FRANKING 
MACHINES 


PNEUMATIC TUBE SYSTEMS 
ary Eng ering Co 


PRINTERS AND STATIONERS 


Petty & Sons Ltd 42 


PRINTING MACHINES 
Rotaprint Ltd. 


PUNCHED CARD SvSTENS 
ave WwW. & 4 


cover ii, 4 


Commercia 





REBUILT MACHINES 
Equipment 


Ltd. 
RIBBONS AND CARBONS 
Columbia Ribbon & 


Carbon Mfg. Co. Ltd 
ROTARY REPRODUCER 


Rotaprint Ltd. 


SAFES 
Remington Rand Ltd 


SEATING 
Dare-Inglis Products Ltd 
Leabank Office Equir 
ment Lid. 4 
STAFF LOCATION SYSTEMS 
Blick Time Recorder 
Ltd. 8 
u gra T f 
Ltd. 64 
yen? & L 
Reliance Te n 
t 4 ¥* 


STAFF TRAINING 





Tannock & Jame 
STEEL STORAGE 
EQUIPMENT 
Baxter, Fe & 
on ucto Ltd, 
\ cover ti 
4 q rge 
darv v -A., & C J ] 
Jon Alfred A 
Wadde tratfor 
Equipmen td 
The We n uc 
TELECOMMUNICATIONS 
Murphy Radio (Electron 
Div n Ltd. 4 
TELEPHONES AND SOUND 
EQUIPMENT 
Dictograpt Telephon 
Lt. 44 
Tim o. | 
r Ren 4 
TELEPRINTERS 
TICKET PRINTING 
a 
IBM nited Kingdor 
Ltd. ; {Internationa 
TIME RECORDERS 
Blick Time R de 
} 
44 
BMA 4 
Mag 
Re Z 
R 4 
TYPEWRITERS 
Ren gee -- Rand 
5 
Royal McBee Lid 26 
VENTILATING EQUIPMENT 
t Ventilation Ltd. 55.% 
WATCHMEN S$ CLOCKS 
k T Recorde 
Gent & 
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—that’s all she needs to get the 
figures you want, when you want 
them. Facit saves hours of tedious 
mental 


caiculation, and there’s no 


need to check the answers, ever. 


Facit’s ten keys can be operated with 
one hand, and it takes little more than 
ten minutes to learn to do all your 


figurework ten times faster. 


There's a Facit model, hand or 


electrically operated, to do your 
kind of figurework automatically and 
with unerring accuracy: a ten-minute 
demonstration in your own office will 


prove it conclusively. 





BLOCK & ANDERSON Giz 


Heod Office: Banda House, Cambridge Grove, Hammersmith, London, W.6. 


London Sales Office: 58-60 Kensington Church Street, London, W.8. 
City Show Room: 11 Ludgate Circus, London, £.C.4. 


MARCH, 1959 


Tel: RiVerside 4121 (20 lines) 
Tel: WEStern 7250 (10 lines) 
Tel: CiTy 5833 


ON-THE-SPOT SERVICE FROM THE FOLLOWING BRANCHES: 
Be fast, Birmingham, Bristol, Cardiff, Dublin, Dundee, Edinburgh, 
Exeter, Glasgow, Leeds, Leicester, Liverpool, Luton, Manchester, 
Middlesbrough, Newcastle, Nottingham, Preston Reading, 
Sheffield, Southampton, Stoke-on-Trent Tunbridge Wei lls 
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Management Accounting in Practice 
By F. Clive de Paula. 
Mr. de Paula here attempts to resolve 
some of the problems that arise when 
the theory of management accounting 
is translated into practice. A new and 
valuable book, especially for EICWA 
students 


18/- nec 


Sales Management 


By Cunliffe Bolling 
by Tarrant. 


Fourth Edition 

21/- net 
For really high-powered, go-getting 
sales management, here is one of the 
most important books ever to be 
published on the subject. “ Bolling ' 
is a recognised textbook for ISMA 
examinations 


The Book of the Stock Exchange 


By F. E. Armstrong. Fifth Edition 

45/- net 
Option dealing is just one of the many 
absorbing subjects which F. E. Armstrong 
discusses at length in his intimate and 
interesting, fact-crammed record of the 
stock exchange. The new up-to-date 
edition forms an exhaustive study of 
every facet of the history and working 
of the house. 


Budgetary Contro! and 
Standard Costs 


The Practice of Accounting as an 
aid to Management. 


By Jj. A. Scott, C.A Fourth Edition 


2t/- net. 
. will commend itself to the advanced 
practitioner and to the student alike 
It is lucidly written and, whilst being an 
admirable statement of first principles 
contains a leavening of original thought 
which will profitably lead the reader 
into other cnannels of reasoning 


PITMAN 


Parker Street, London, W.C.2 
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OF IMPORTANCE TO ALL CONCERNED 
WITH RISING COSTS IN INDUSTRY 


Haw 16 save. 33 fo (or more) 
One. lClechricity bottle 


oday, wages, raw materials, plant and power costs are 

all on the up-grade, so that managements are vitally 
concerned to discover any means of economising without 
affecting production. 

Have you considered Power Factor Correction 
in your plant ? If you are subject to a K.V.A. maximum 
demand tariff or P.F. penalty clause, it can make appreci- 
able savings in your electricity bills, as has been proved 
time and time again in all branches of industry. 

Power factor condensers are easily installed; 


they require little or no maintenance ; their cost is 


recovered in twelve to eighteen months. Thereafter, they 


MATEO PAT COR 


save you money on every electricity bill. 

There is a great volume of evidence to prove 
the value of power factor correction, and we have pub- 
lished a cross-section of it in a booklet giving the facts 
and figures for typical installations of varying size. This, 
together with a second booklet “ More for your money ” 
which sets out briefly the case for power factor correction, 
will gladly be sent on request. We also publish a catalogue 


providing comprehensive technical information, 
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